Section 1
Introduction

State Contract and Procurement Registration System
(SCPRS)

Procurement/Division, DGS
May 5, 2003

SCPRS Purpose

The purpose of the State Contract/Procurement Registration-System (SCPRS) is to
identify, develop and distribute a/system to facilitate the registration of contract
information of state agencies for the Department of General Services (DGS). The
primary business objectives for the SCPRS include:

Collect information about centracting and precurement activities thatwill allow
the state to more effectively manage.the contracting and procurement processes
for which DGS jis responsible.

Collect the appropriate type of contract-and procurement information to assist
DGS to performits oversight functions.

Provide a single repasitary-for key-information about-state contracts which can be
sorted to provide information, which is timely, accurate and is of interest to state
decision-makers, frequently requested-in Public Records Act.requests, and
useful’in providing reports regarding contract-related-activities.

Collect infermation that will allow the state to’demonstrate-visibility and
accountability over-contract activities.

The SCPRSallows authorized users to log-onusing a web-based interface and enter
elements of information about state contracts activities. After entering the information,
users are able to.add~amendment information and later retrieve information about their
contracts:—Authorized DGS usersare able to retrieve various reports of summary
information about state agencies.

SCPRS Background

The-following excerpt from the.Governor's-Task Force on Contracting and Procurement
Review-Final Report released August 30,2002 explains the events that led to the
development of this new contracting.system.

"On May 20, 2002, Governor Davis signed Executive Order D-55-02, directing a
three-member task force to review the state’s contracting and procurement
procedures and recommend any statutory, regulatory or administrative changes
necessary to “ensure that open and competitive bidding is utilized to the greatest
extent possible” by state agencies./The Executive Order also directed the task force
to include recommendations regarding any statutory or regulatory changes
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Introduction (continued)

SCPRS
May 5, 2003

New User

IS is your first time using the SCPRS.

Click on the New User link on the log in page if th

rv D Procurement oss

Your usemame and password will be emailed to the
walid State of California BEmail Addres=s entered below.

Email Addres=

| Submit I

Email ~dministrator >

~

link that leads you directly to the log
ument).
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From: SCPRS Admininistrator [mailto scpreadministrators@dgs.ca.gov]
Sent: Tuesday, February 25, 2003 11:50 Ak

To: dion.campos@dgs.ca.goy

Subject: SCPRS User Registration Confirmation

Dear Customer,

Thank wou for registering with the State Contract and Procurement FEegistration System (S CPES.

Tzer id: dion. camposiEdes ca. gow.
Password: ] wxxxxxxx

Pleasze save vour user information it a secure location for future reference.

FPlease click on the hyperlink below to logon to the State Contract and Procurement Eegistrabon Systern.

warar. scprs.des. ca sowlogin asp

Thanl: ¥eou
SCPES Admimstrators
SCPESA dministrators@des. ca. sow

Forget Password
Another link on the log.in screen provides assistance-if you forget your password. Click
on the link to go to a screen‘that is similar to the 'Initial Password' screen seen below.

M Procurement €
| ForgotPassword

Forgot Password

Your usemame and pas=sword will be emailed to the
walid State of Cailfornia Email Addres= entered below:

Email Address
| Submit |

Email Administrator

The user must enter the same-email address used when they initially entered the
system. “€lick-an the gray Submit button and an email will be delivered to you with the
last password-you-used.

Note: If you do not remember your password, you must use this screen to receive

assistance. Your password isinaccessible to SCPRS staff and this method provides a
response from SCPRS in just.seconds,
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Log In boxes

The first time you log in to SCPRS, enter your normal work email address and the
password that the SCPRS system sent you in your first email into the two boxes on the
log in screen. Once in the system you can change your password.

Change Password
Click on the link for Change Password that is |
the gray area. The following screen appears:

ocated in the left hand of the screen in

Change Password Screen

Current Paszward

Mew Paszword

Confimn Hew Password

| Fubmit |

Email Administrator

or % signs.
states that
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. f""i Procurement Coss

Welcome to the State Contract and Procurement Registration System

Ta register 3 new contract, select the Add Contract link on the left side of thiz page.

Al data fields provide a help text by clicking on the link ower the data field, For example, click on
the Description of GoodsSServices link and a help window will appear with instructions to complete
that data field.

Ta register an amendment to an existing contract, select the Add Amendment link on the left side
of this page. &= with the Add Contract link, all data fields provide help text by clicking on the link
ower the data field.

Note: The system will automatically log you off.after 20 minutes if

you have not actively been workinig in the system, i.e., if the s

Log Off
When you
screen belo

Procurement ass

You have heen logged off the SCPRS System.

< Click on this link to log back on.
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necessary to ensure adequate oversight of the contracting and procurement
authority utilized by state agencies.

In response to Executive Order D-55-02, the recommendations of the Task Force
are designed to strengthen the contracting and procurement processes of the State
of California by improving the quality and openness of the process and implementing
a set of checks and balances to ensure its integrity.

For each of these guiding principles —/higher/quality, an open process, and carefully
constructed checks and balances — the Task-Force recommends a series of
initiatives be undertaken. Recommendation-#13-directs DGS to implement an
integrated system to track transactions executed by state agencies and to capture
important data related to those/transactions on a near real-time basis. DGS should
determine the feasibility of generating mandated reports-from-the system as well. As
a minimum, the system should capture basic information from eaeh transaction
processed, including the following:

Dates received from and transmitted to various.entities

Effective date(s) of the contract or purchase order;

Dollar amount, including any amendments;

State agency from-which the transaction has been received, along with
contact person information (e.g. address;.telephone, etc.);

Contract or procurementimethod (e.g. CMAS, Master Agreement, etc.);
Contractor name, address, telephone-and identification humber; and
Small-business and disabled veteran-business enterpriseindicator."

The entire reforrn repeort and. the steps-leading to the task force that developed the
report's refornmyinitiatives can be found at'the following web site:
http://mww.doef.ca.gov/HTMLIPROQCUREMENT/procurement.htm

Software Requirements
All you need to access-SCPRS is an Internet-Browser.._ The following browsers work
well with this-system but other browsers-may be used.

Migrosoft Internet-Explerer v5.:5 or-above Netscape Navigator 4.7.2

Printing Information

Many of the screens include a link.to a printable.version of the data that appears on the
screen.~This-gption is available for you to print.the contract data without the frames,
coloring and-borders that are standard\to State of California web sites. When you click
on Printable Version-in blue text in the top right of the screen, a new window opens. At
this time, click on the gray Print button that is part of the new window's menu across the
top of the new window.~(Contact your department's computer support or help desk staff
if you need further assistance on‘your office's printing methods.)
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If the new window opens part way on your screen and appears to sit on the SCPRS
window already opened, you would click on the small 'X" in the far right upper corner of
the new window to close it. (See Reports in Section 5 of the Users Guide for additional
information.)

If the window opens all the way and covers the screen, you will need to click on the gray
Back button on the top left corner of your Browser window. [Careful: If you click on the

X" in this circumstance you will be closing the SCPRS.]

Introduction Page
The SCPRS Introduction page will appear whe r types in the following address in
their browser, https://www.scprs.dgs.ca.gov. Remember-to include the 's' in the 'https’
when you type in the url address ina>ate that this is a-secure site.

|J Address I@ hittpa: A Awn soprs. dgs ca gow)

ol - Californiadd i

Log Imto SCPRS

State Contract and Procurement Registration

Introduction

The Procurement Reform Task Force Report recommended
base of important information on state contracting and p{cy

V._nrm ol R

the screen shown below. This
system.

Procurement €oss

State Contract Procurement Registration System

Hew User

New Users MUST
Email Address click on this link
I and enter here!
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There is a box for the user to enter their email address and a box below that to enter
their password. Please note that first-time users must click on the New User link above

the email address box. SCPRS will assign your first password. Do not enter the
password that you usually use at your office for your own department's
automated systems - it will not work. You must request a new password from DGS
through this link and it will be generated by the SCPRS system. Once you enter the
system for the first time with this new passwgrd, you can easily change it to another.

For convenience, the user may want to add a shortcut on their desktop to provide a
quick link to the SCPRS. At the log in sCreen, click with the right button on top of your
mouse. A small menu list appears on/your desktop:~Select the create shortcut. A
shortcut icon appears on your desktop-screen and-allows you to quickly return to the
SCPRS system (see screen below for this menu that appears when you right-click your
mouse). You can also add the SCPRS Jlog in page to your Favorites list on your
browser. (For specific training/for your particular Browser software, please contact your
department/agency's computer support or help desk staff.)

T
il

Procurement Coss

State Contract Procurement Registration System
Back

Hew User Fasriaard

Email Address Saye B ackamatind A,

Click on
"Create
Shortcut”

I et asWal paper

Lopy B ackansutd
Pazsword i 2t

l Sign In | Select Al

Easle

Eorgot Password® Create Shortcut
Add to Favornites...
Wiew Source

Encaoding 3

Frint
Refrezh

Properties

Go to Section 1a to.continue.the Introduction part of the User
Manual
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Section 2
Welcome

SCPRS

Procurement Division, DGS
May 5,2003

This Users Manual is written for the Agency (or Department) User. This user can enter
and view agency level contract/amendment data. They can also generate reports for

their agency/department and their sub-agencies/departments based on the Department
of Finance's Uniform Code Manual (refer to section 3afor information on these codes).

If you have a need for permissions other than those presented-above, such as, to view
the data only or to delegate the procurement to a department otherthan-your own,
please contact the SCPRS Administrator concerning,different User types.

Links on the Welcome Page

The first page you will'see after successfully logging into the system is the Welcome
screen SCPRS Home Page shown below. The.grayarea on the left of this screen has
links to take you to a number-of different places and are-available throughout your
navigation in the SCPRS.

= e e R e A
it it g B Procurement @ss I

add Srnendroert

Contract Search

To register 3 new contract, select the Add Contract link on the left side of this page.

Al data fields prowide 3 help test by clicking on the link ower the data field, For example, click on
the Descrption of GoodsrServices link and a help window will appear with instructions to complets

Help that data field.
Log Off Ta register an amendment 1o an existing contract, select the Add Amendment link on the left side

of thiz page. &= with the &dd Cortract link, all data fields prowide help test by clicking on the link

Buick Links ower the data field.

Small Business
Feedback

4
Hot Fises

Referring.to the numbers in the comment boxes/in the screen above, you can do the
following from this.first page:

1. The middle of-the page provides links to allow the user to Add Contract or Add
Amendment(s) to-a contract that has previously been entered into SCPRS. If the
contract was never added, you will not be able to add an amendment. You must
first add a contract before you can add an amendment to that contract. See
Sections 3 and 4 for detailed information.
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2. The left side of the page also contains links to add or amend a contract.
Additional links take you to the SCPRS Home Page (this is the screen shown
above), Contract Search, Reports, the Change Password screen, the Help
manual and also permit you to Log Off.

3. Quick Links on the left side of the screen will take the user to Procurement
Division's Internet pages for CMAS and-Small Business.

4. Additionally, there are links in the gray areato permit Feedback from users to the
SCPRS staff and to view announcements (Hot Fixes) from SCPRS to the users.

For additional information on the following links, go-to the User Guide section indicated.
Change Password - Section 1 Add Contract - Section 3
Add Amendment - Section 4 Reports - Section 5

Help Assistance

There are a number of help sgurces in the SCPRS system to assist the-user. If you
have suggestions on improving the/system, please let us know. We welcome and
encourage your input.

The user has the following help support-options available.

e A Feedback link inthe gray area on the left of each screen throughout the
system is availablefor the-user to send questions and concerns to the SCPRS
staff. Note: Go to this section to-request changes te.any data previously entered
for a contract or amendment.

e A User's Manual. This manual can be-viewed-on screen, printed or saved to your
own computer:~A click on the Help link jn the gray area on any screen will open a
new page with-the User's Manual table’ of contents:A click.on any of the
sections’highlighted in blue text will open that section only. To print that section
of the manual that appears on your sereen, use your normal settings and method
of-printing from your Browser software.

Near the bottom of the/screen are two links that.allow you to download the entire
manual in-a PDF format or a ZIP format (a smallerfile than PDF). The entire
manual can then be printed at one-time from-the PDF file or after the zip file has
been downloaded-and unzipped in PDF format. (If'you need further assistance,
please contactyour department/agency's computer support or Help Desk staff.)

e Each screen has its-own help information for each piece of data on that screen.
There is a blue link-directly above each individual box (see below). This link will
open a window that contains a description of the data for that box. The screen
below-shows these links.
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s et ' _,,:!-, Procurement @ss

Add Srnendrnent

Add Contract
Eeports
Deptifgensy Hams Sub-Unit Hame Original Entry Date
Change Password Department of General Services 21142003
Helpo Dept. Delegation Mo,
Log of =~ Link to
aiek Link description
uick Links .
of this box
CMas - |
Small Business Comtractor Hame Dept. Contract Mo P.O. Mo, FIH Mo Einance d or Leased
* | * I = no 0 ves
Feedback Contracting hiethod Leveraged Contract ho
1- Competitive Bid (CB =1+
Hot Fixes I E =E
Dizsbled “weteran Wicro Business
T ne O ves T Ne O ves
Original Beginning Term Original Ending Term Original Contract Amourt
I [+ I I -

*=Required Field _Submi

Below is an example of a description window for the Department Contract Number or

PO Number.

B ' _,,:l-, Procurement @s

Add Contract

Deptifgency Name Sub-Unit Hame Original Entry Date
d Nenartmernt nf General Sendces | E— FIRAIINNG
3 SCPRS - Microsoft Internet Explorer provided by MSNH M= 3
Department Contract Number or PO Number - Descrip‘[ion
Prirt Close window
The Cortract or PO number is a unique idertifier based on the awarding authority's numbering scheme. o Slttlng on top
of the
- SCPRS

window

ubm

Note: To open-a second help box in-SCPRS, you must first close this description

window. If you.do not close this window, you-can-still continue, but the

description-windows remain open and may-affect the performance of the system.
Either click onthe small 'X"in the far right top of the help window or click on the

Close link in the top-middle.of the description screen next to the Print link.

Go to Section 2a to-continue the- Welcoming part of the User

Manual
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Section 2a
Welcome (continued)

SCPRS
May 5, 2003

CMAS and Small Business links

If you click on the link for CMAS or Small Business in the gray area on the left side
of the screen you will be taken to Procurement Division's (PD) separately maintained
web site for these programs. You will not actually leave the SCPRS system, but the
new web site will appear to sit on top of the-SCPRS screen in a smaller window.
This is to ensure that you do not have to'log baek into the SCPRS when you are
done with these PD sites. Once atthe’CMAS or Small Business web sites, you can
browse and search for any information that is normally-available at those sites.

To return to SCPRS simply close’the PD window sitting on top ef the SCPRS
window by clicking on the-small’X" in the farthest top right corner of.the PD window.
See the screen below. (Contact your department's computer support or. Help Desk if
you need further assistance with closing Browsger windows.)

it Cortrset - rivGuBitil e gy —

Add Arnendrnent
Add Contract il
3 California Multiple Award 5chedule [CMAS) Program - Microzoft Internet Explorer provided by MSH

JLinks &]0G5 @]DGSFPD Inter @] DGES-PD Inta &) CSEA &) elov

Cortract Search

Report:
S J File Edit ‘iew Favortes Toolz Help

Change Paszword

Help €« s 9 7t a Ga 8
Back FErariand Stop Refresh Home Search Favorites Higtor
Log Off

J Address I@ hittp: £ v, pd. dgz. ca.govw/cmas/default. him

Quick Links

Califomia Home
CMAS

Szl Business - ] - TN 1-:&‘& T . CMAS PD
I— Tiuef? allornl N [Iﬁl' B ey window

VATE e
Feedback - —

Hat Fixes OGS Home Page

r! M Procurement Caes

The California Multiple Award Schedules (CMAS)

Frocuremert Horme ® nty ca Qs Site

Selling to the State

Direct Purchaszes

State Agencies

Local Gowemment:s
Suppliers/Caontractors

Chifs Contractor Spplication Packet
todel Chi&S Terms and Conditions
Agency Information Packet

Bssisted Purchases

Financial Marketplace

Transportation
Materials

Feedback

The Feedback link on the left of the.screen permits the user to submit problems and
questions to-the SCPRS staff in addition to data corrections of previously entered
data. Once contract-and amendment data is submitted to SCPRS the user cannot
change the data themselves but must/enter a data change request to SCPRS
through this screen.
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— Procurement @ss I T

SCPRS - Comments F25
Thank wou for taking the time 1o give us feedback on the SCPRS web site.  If wou @re mMaking 3 comment about 3 specitic page. the

page number can be found in the burgundy bar directly belew the search box, all the way to the rght the number on this page is 325,
lock for the red amow). Just fill out the formm below and click on the submit button .

Page Mumber (f applicabls I

Ity CoMmMment concems:
A0 Emor

Question On Page
1 Other Problermn with Page

General Site Problem

0000

I would like to change some infommation on
a conmtract or amendment that | entered

Comments

hbax Length = S00 Characters

Submit I

liforniaf s ==

Procurement oes

SCPRS - Hotfixes

This page contains the latest hotfixes to the application that can be wiewed for informational purposes by our customers.
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Section 3
Add Contract

SCPRS

Procurement Division, DGS
May 5,2003

The following screen is used to add a contract. This is the first screen used to enter a
new contract into SCPRS. Note that amendments cannot be added to the SCPRS until
a contract has been first added to the system.

r _.F., Procurement €oss
Add Comtract
Deptfogency MNams Sub-Unit Name Driginal Entry Date
Department of General Services I ZTZ003
Contract Twpe Dept. Delegation Mo,
I1-ITGoods vl*
Description of Goods/Services
=
- I o+
Contractor Mame Dept. Contract Mo SP. 0. Mo, PIM Mo, Financed or Leazed
] I * I * I L Mo [ Wes
sizndor FEIN Contracting hiethod Lewveraged Contract Mo,
I 1 - Competitive Bid (CH) - I +
| | Small Business Disabled “weteran hificro Business
& o 0 yves T ho 7 ves T e 7 ves
Original Beginning Temm Original Ending Termm Original Contract Amournt
* I I *

*#=Required Field SUbmit I

The following pages in the User's\Guide address each of the boxes on this first Add
Contract page:-The boxes are listed as they appear.on the screen, starting at the top
of the screen and geing fronyleft to-right.

Boxes that have a red-asterisk to their right-are required-and must contain data. If a
required field-is empty, a message box appears and-the system does not allow you to
continue when you. click-on the.gray- Submit button on the bottom of the screen.

Dept/Agency Name - Defaults

The name-of the user's department/agency-is defaulted to the Department/Agency
associated with the user's email address. The user does not have to do anything for
this informatien to-be added to the new contract.

Sub-Unit Name

Enter the full name of the Department/Agency sub-unit. This box allows a large amount
of text to be added. Do Not Abbreviate. For example: Procurement Division is a sub-
unit of the Department of General Services and should not be abbreviated to PD.
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Original Entry Date - Defaults
Today's date is automatically entered for a new contract based on the SCPRS

computer's system date. The data format is month, day, year order (MM/DD/YYYY).
For example: March 22, 2003 is 03/22/2003.

Contract Type* - Required Field; pull-down box

This box permits the user to select from a list of choices for contract type. One of the
choices must be selected. Unless a different type is selected from the drop down box,
the default value of 1-IT Goods is automatically used for the Contract Type.

To select a different contract type than-the default *1-IT Goods' click on the small arrow
in the gray box at the far right inside of the box to view a pull-down listing. The screen
looks like the one below. Move the mouse to the item to be-selected and click on that

item. The item should now appear in the Contract Type box.

— Procurement €oss

Add Contract

Deptffpency NHame Sub-Unit Name Driginal Entry Date
Depantment of General Services ZSFSZ003

Contract Type

Dept. Delegation Mo,

I 1-IT Good=s - I*

z

3 - =1

<+ | =

4 - Mon-IT Services —I

5 - Men-IT Consulting HesP.O. Mo PlH Mo, Finance d or Leased

7 - Public Works e I 0 pe 0 vas
| S - S 2 E Cfrchitectural & Engineering) 1 | everaged Contract MHo.

9 - Imeragency Sgreement - Levelsged omraet Mo

10 - Grants/Subwention o (B =1
[ ] 11 - MembershipssSponsorshipss Subscrptions Eran hdicro Business

= o L= Ves o o L& Ves © o L& Wes

Original Beginning Tenmn Drginal Ending Termmn Driginal Contract Smount

I N I I -

*=Required Fisld

A table ofrequired fields for each Contract Type.is included here and appears in the
description window-when the’blue text Contract Type above the box is clicked.

Contract Types _I?eergr:]nnlng E::ir:‘ng Delegation*
1 |IT Goods Required Required*
2 |IT Services Required |Required |Required*
3 |IT Consulting Services Required |Required |Required”
4~ |Non-IT Goods (Commadities) Required Required*®
5 |Non-IT-Consulting Services Required |Required
6 |Non-IT Services Required |Required
7 |Public Works Required
8 |A & E (Architecture & Engingering) Required**
9 |Interagency Agreement Required |Required
10 |Grants/Subvention Contract Required |Required
11 |Memberships/Sponsorships/Subscriptions |Required |Required
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*Contract Types that require a Department Delegation Number include IT Goods, IT
Services, IT Consulting Services, Non-IT-Goods (Commodities) and Interagency
Agreements for select data centers. If you do not currently have a delegation
number for these contract types, enter the word Pilot into the Dept. Delegation
No. field as a placeholder.

**Refer to the A&E definition below for information on Required Beginning Term.

Below is a detailed description of each item that is’available for Contract Type. |f
further assistance is needed, please send a megsage to the SCPRS staff through the
Feedback link that is located in the gray area on-the left of the screen.

Contract Type*
1-I1T Goods
Additional Required Fields: Beginning Term; Delegation-No.

Is it a contract for the purchase of a Commodity or Goods? Does-the contract
have as its sole or main_purpose the buying of some tangible items, such as
equipment, parts, supplies;.or other merchandise?. If so, are the items
responsible for the predominant value to the contract? Additionally, these goods
are specifically of an IT nature.

Example: A mainframe computer would be-an IT.Good. Although an automobile
may contain subsystems that include computerized-functions is a Non-IT Good.

N
1

IT Services
Additional Required Fields: Beginning Term; Ending Term; Delegation No.

As defined in GC-§ 11702(e) "Information Technology"includes, but is not limited
to, all electronic technology systems-and services, automated information
handling, system design and analysis, conversion of data, computer
programming, information storage and retrieval, telecommunications which
include voice;video, and data communications, requisite system controls,
simulation, electronic commerce, and allrelated-interactions between people and
machines.

3 - IT Consulting
Additional Required Fields: Beginning Term; Ending Term; Delegation No.

Is it.a Consulting Services Contract?-Does the contract have as its sole or
primary-purpose some type of recommendation, or product of the mind? Are the
unique-knowledge of the individual and intellectual abilities of critical importance
to the suceess of the contract?

IT consulting is a'subset of AT Seryices and identifies a specific type of IT
Service.
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4 - Non-IT Goods (commodities)
Additional Required Fields: Beginning Term; Delegation No.

As described in PCC § 10290 “Goods” means all types of tangible personal
property, including material, supplies, and equipment.

As Described in the State Contracting’Manual § 1.05:

Is it a contract for the purchase of a/Commodity or Goods? Does the contract
have as its sole or main purpose the buying of some tangible items, such as
equipment, parts, supplies, or other merchandise?

5 - Non-IT Services
Additional Required Fields;/Beginning Term; Ending-Term

As defined in the State Contracting Manual § 1.05:

Is it a Contract for non-I/T services? Does the contract have as its'sole or
primary purpose providing non-I/T services? /Services contracts are those that
have someone doing something.~Many Service Contracts are easily identified,
e.g. waste removal services, cleaning-seryices, etc. However, some Services
contracts are more difficult to determine, especially when they involve other
disciplines as well. Example: A contractfor carpeting may involve purchase of
carpet (commodity) as-well as-removal of old-carpet and pad (Service), and
installation of new carpet and pad (Service). The.determining factor should be
what is the primary focus of.the contract-and expertise of the contractor.
Purchase-of the item, or proper installation?

6 - Non-IT Consuiting
Additional Required-Fields: Beginning Term; Ending Term

As defined in Public Contracting Code: RCC-§ 10335.5. (a) "Consulting services
contract," as used in this article, means services that do all of the following:

(1) Are-of an.advisory nature.

(2)-Provide-a recommended course of action or personal expertise.

(3) Have an end product that is basically-a transmittal of information either
written or.verbaland-that is related to the governmental functions of state
agency-administratien and management and program management or
innovation.

(4) Are obtained by awarding a-contract, a grant, or any other payment of
funds for services of the above type.

The product may include anything from answers to specific questions to design
of a system-or plan, and include workshops, seminars, retreats, and conferences
for which paid expertise is retained by contract.

Non-IT Consulting is a subset of Non-IT Services and identifies a specific type of
Non-IT Service.
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7 - Public Works
Additional Required Field: Beginning Term

An Agreement for the erection, construction, alteration, repair, or improvement of
any public structure, building, road, or other public improvement of any kind in
accordance with PCC § 1101and SCM, Chapter 10, et al. Public Works
contracts may have both amendments for-administrative changes to the contract
and change orders for work and product specification changes. Both
amendments and change orders should be entered into the system as an
Amendment.

Note: Please refer to Add Amendment in_ Section 4 of the User Guide for
instructions to enter Public Warks Contracts €hange Order information into
the SCPRS system and for important information-on the numbering of
amendments of Public Work contracts.

8 - A & E (Architectural & Engineering)
Additional Required Fields:Beginning Term

Note: Enter the original beginning term of this contract. For contracts with no
beginning date, enter the date of execution/ The date of execution is the date
of Office of LegakServices approval (if required), or the date of signature by
the authorizing State Agency-(if Office of Legal Services approval is not
required due to delegation).

A&E (Architect. And Engineering) Contracts: Contracts for the professional
seryices of an architectural, landscape/architgctural, engineering, environmental,
or/land surveying-nature as well as incidental services that members of these
profesgions and those in their employ may logically and justifiably perform. Also
includes construction management services.provided by a licensed architect,
registered.engineer or licensed general contractor which meet the requirements
of Government Code 4529.5 for-management and supervision of work performed
on-state construction projects.—Section 4529.5 requirements include construction
project design review and evaluation, constructionymobilization and supervision,
bid evaluation, project scheduling, cost-benefit-analysis, claims review and
negotiation-and general' management and administration of a construction
project.

9 - Interagency Agreement
Additional Required Fields: Beginning Term; Ending Term; Delegation No. for
select.data centers

As describedin the-State Contracting Manual § 3.03:

A. Aninteragency-agreement (I/A) is a contract between two or more state
agencies. (GC § 11256)

1. A contract with a California State University campus is always an I/A.
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2. A contract with a University of California campus (UC) may be either an
I/A or a standard agreement, but the contract must follow the requirements
for whichever type of contract is used. For example, if the UC agrees to
calculate cost based upon the provisions in SAM §8752, then it is an I/A.
Otherwise, it will be considered a standard agreement.

3. I/As may not be used for contracts with campus foundations, the federal
government, local entities, or other states.

10 - Grants/Subvention
Additional Required Fields: Beginning Term; Ending Term

Grant: To bestow or confer a-benefit on another, with or without consideration.
Grants provided by state agencies must be authorized. by the Legislature.

Subvention/local assistance: A contract financed out of the local assistance
portion of the budget;yincludes agreements providing assistance te_local
governments and aid toe.thepublic directly orthrough an intermediary;-such as a
nonprofit corporation organized-for that purpose.

11 - Memberships/Sponsorships/Subscriptions
Additional Required Fields: Beginning-Term; Ending Term

Membership: Departmental memberships in professional organizations are
considered and processed as a-services agreement. Memberships in
professional organizations for represented employees-are governed by
bargaining agreements and-payment is’by way of reimbursement; memberships
in professional organizations for non-represented-employees are governed by
DPA rules and payment is by way. of reimbursement.

Subscription agreement: Standard agreement used by state agencies to obtain
services from a Master Services Agreement. 1T subscriptions require delegated
purchasing authority’and non-IT subscriptions do-not.

Dept. Delegation No

The'Delegation-Number identifies-the specific type of delegated purchasing authority for
which the department has been given.authorization to acquire goods and/or IT goods
and.services. This field-can hold up-to 20.characters. There are no restrictions in this
field, therefore dashes, spaces, numbers, letters, etc. are acceptable.

Note: Contract Types that require a-Department Delegation Number include IT Goods,
IT Services T Consulting Services, Non-IT-Goods (Commaodities) and Interagency
Agreements forselect.data centers. If you do not currently have a delegation number
for these contract types, enter the’word Pilot into the Dept. Delegation Number field.
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Use a Delegation Number:
e (Goods Base Delegation Number - For the acquisition of goods valued at
$100 - $25,000, and/or for goods valued at $5,000 - $99,999.99 when
acquired under GC § 14838.5.

e Information Technology (IT) Base Delegation Number - For the acquisition
of IT goods and services valued to $500,000.

e Expanded, Special, and Ong-Time Delegation Number - For the
acquisition of goods and I'T goodsior services which exceed the base
delegation limits.

Do Not Use a Delegation Number: Acquisitions for-non-IT services may not be
acquired under the department’s delegated purchasing authority; therefore if
entering into a non-IT "service” contract, leave this field-blank.

The delegation number signifies that the department has been granted delegated
purchasing authority by DGS-PD to-make purchases-as applicable to the. specific type
of delegated authority granted.

All purchase orders/prepared using delegated purchasing authority must be prepared
using the Contract/Delegation-Purchase Order(CDPO) (Std. 65). The delegation
number is entered in the "Contract/Delegation Number*'-box on the Std. 65.

Sec. 3 SCPRS 05/05/03

Goods Base Delegation Number-(example: 9-02-1234)-Issued for the
acquisition-of materials, supplies, and equipment-up to $25,000_per transaction,
or the department’s delegated purchasjng autherity limit as specified in the
department’s Delegation Authority Approval/Memorandum.f,acquiring a
purchase under GC-§ 14838.5, departments may make purchases up to
$99,999.99 under their Goods Base Delegated Purchasing Authority. See
Delegation Guidelines for Goods.

Information Technology (IT) Base Delegation Number - (example: 1T-123)
Issued for the acquisition of-information technology and telecommunications
goods and services up to'$500,000 per-transaction;y or the department’s
delegated purchasing authority limit as specified in the department’s Delegation
Authority Approval Memerandum. See Delegation Guidelines for Information
Technology.

Expanded Delegation Number ~(example: 9-02-9123) Issued for the
acquisition of goods, infermation technology or telecommunications goods and
services-that exceed the base delegation’limits. An expanded delegation is a
general.expansion of authority with no restrictions on the type of goods a
department.can-acquire. See Delegation Guidelines for Expanded Delegations.

Special Delegation Number - (example: 9-02-9123) Issued for the acquisition of
goods, information technoelogy ortelecommunications goods and services that
exceed the base delegation limits. A special delegation is generally for a specific



type of goods or group of identified goods. See Delegation Guidelines for
Special Delegations.

e One-Time Delegation Number - (example: DO-123) Issued for the acquisition of
goods, information technology or telecommunications goods and services that
exceed the base delegation limit, but the department is not seeking a special or
expanded delegation. Generally, a proeurement conducted under this type of
delegation is reviewed and approved,by PD,before the contract is issued.

Description of Goods/Services* - Required Field

Describe the goods and or services related to this-contract, i.e., if the contract is for
services, describe briefly the contractor deliverables.~Be as concise as possible and
include key words that might be used later/to search-hy.

Contractor Name* - Required Field
Enter the complete name of the contractor. Do not abbreviate or use acronyms. Do
not enter the Contractor's address or telephone number.

Dept. Contract No./P.O. No. * - Required Field

The Contract or Purchase Order number is-a unique identifier based on the awarding
authority's numbering/scheme. This number is-assigned to the transaction by the user's
department/agency.

PIN No.

The PIN Number is the Department of General-Services Procurement Information
Network (PIN) number assigned by the Procurement-Division fer a specific contract.
Once awarded, eitherthrough a one-time competitive buy,-er an order against a
contract (€.g., master,. SCC), PIN generates this unique identifier-Some buyers may call
this a Release Order. (PIN.terminology).

Note:
If the contract-does not have a PIN number leave this field blank.

Financed-or Leased
Yes or-No_buttons. Click-on the Yes or No button_to indicate if this contract is financed
or leased.

Ifthe user selects "Yes', that means that the contract requires Financing or Leasing.
If the.user.selects "No", that means the contract is neither Financed nor Leased.

Vendor FEIN

Enter the entire Federal Employer Identification Number (FEIN) or the entire Tax
Identification or Sociat-Security Number. This number must be a 9 digit numeric value
with no formatting such as-dasheg (-) or periods (.) between the numbers. If the number
is more or less than 9 digits and contains characters other than numbers, you will see a
message stating that it must be 9 numeric digits with no formatting. You will not be able
to enter this contract unless data is entered into this FEIN field.
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The only time the user will be able to see the entire number on the screen is when they
add a new contract or a new amendment. All other SCPRS views will contain only the
last 4 digits of the FEIN with an 'X' substituted for all other numbers.

Go to Section 3a to continue the Add Contract part of the User
Ma

&
&
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Section 3a
Add Contract (continued)

SCPRS
May 5, 2003

Contracting Method* - Required Field; pull-down box

Use the Contracting Method pull down list/to select the method used for this contract.
The system defaults the value of the contract typé to the first item on the list, i.e., 1 -
Competitive Bid (CB).

r’ A Procurement {oss

Add Contract

Dept/fgency Hame Sub-Unit Mame Original Entry Date
Departrment of General Services

342542003
Cortract Type

Dept. Delegation Mo,
I1-ITGnods 'I* I

Description of GoodssServices
=1

==
Cortractor Mame Dept Cortract No /PO No FIN No Finance d or Leased
* I * I s 0 ves

sandor FEIM Contracting hiethod

1 I |1 - Competitive Bid (CH - || =

Leveraged Contract Mo,

2 fro Business
on- Competitive Bid (NGB —F
- Master Sgresments (e Ho 7 wes
- Chaas
. Emvergency jnal Contract Amount
- Statutorily Exempt

- Special Category NCHB

- CB-GC 14835.5/14938 .7

- CB-Formal

10 - CB-Informal

11 - CB-Request for Qualifications (A |7

Original Beginning Tenm

EH)-

FEREEEF -

| O TR [ UYL —

Add Contract il
Deptifgency Hams Sub-Unit Hams Original Entry Date
Diepartment of General Services 3252003
Contract Type Dept. Oelegation Ho.
[ -7 Gooas =1+
Description of Goods/Services
=1
e B
Contractor Mame Diept. Contract Mo /P.0. Ma. BIH Mo, Financed or Leased
- | * | & e T ves
“wandor FEIN Contracting hiethod Leweraged Contract Ma.
| | | 1 - Competitive Bid (CB) =1+
Small Business 7 - Special Category HCH « o _Business
2. CB-GC 14938 5714838 .7 C
= Mo € vaes 4. OB Formal Mo T ves
. . 10 - CB-Informal )
Original Beginning Tem 11 - OB Request for Qualifications (AEE hinal Contract Smount
K 12 - hi® Pre- Qualification Sgreements *
13 - A Statewide Commodity Cortracts
14 - b~ State Price Scheduls
o . Submit
15 - Mechiaster Services Sgreement =Required Field
16 - MAhtaster Rental Agreement =
17 - MAhaster Purchase Sgreements -

This boxpermits the user to select from a list of'choices for contract type. One of the
choices must.be selected. (If you feel that you need a choice that is not available,
please send a message to the SCPRS staff through the Feedback link.)

1 - Competitive Bid (CB) ~THIS DEFINITION IS UNDER CONSTRUCTION
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2 - Non-Competitive Bid (NCB)
A good/service/supplier that is documented as being the only
good/service/supplier able to met the specified goods or IT goods and services
needs of a State department.

Refer to Management Memo 02-19 and any, subsequent amendments thereto.
MM 02-19 is located at the Procurement Division's web site
http://www.dgs.ca.gov/pd.

w
1

Master Agreements (MA) - THIS DEFINITION.IS UNDER CONSTRUCTION

4 - CMAS
California Multiple Award,/Schedule (CMAS) — Orders-issued against DGS/PD
developed CMAS agreements;,

The CMAS contracts are established using products, services and prices from
already existing competitively assessed and cost compared multiple award
contracts. The products, services and prices are primarily from the federal
General Services Administration (GSA) multiple award schedule program
Federal General Services Administration (GSA) but not exclusively. To these
products, services and prices, we add California contract terms and conditions
and procurement codes and policies and establish a totally independent
California contract.

The contracts are utilized statewide by both California State and local
government agencies under authority from the Department of General Services.
Agencies make best value purchasing decisions according to their own business
needs such as price, warranty, and supplier performance.

5 - Emergency
Emergency-is defined in PCC or GC §1102as “a sudden, unexpected
occurrence.that-poses a clear and imminent danger, requiring immediate action
to prevent or mitigate the loss orimpairment-of life, health, property, or essential
public services.”

6 - Statutorily Exempt
Contracts exempt by statute include.those referred to in MM02-19, including any
revisions thereto. Management Memo02-19 is located at the Procurement
Division's web site http://www.dgs.ca.gov/pd.

7 - Special-Category NCB
Contracts exempt by DGS policy are described in Management Memo 02-19 and
any subsequent-amendments thereto. MM 02-19 is located at the Procurement
Division's web site http://www.dgs.ca.gov/pd.
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8 - CB-GC 14838.5/14838.7
Competitive Bid (CB) — Government Code § 14838.5/14838.7

Awards made to California-certified small business, including a microbusiness, or
to a disabled veteran business enterprise contractor pursuant to GC §
14838.5/14838.7. GC § 14838.5 is a simplified process that applies to the
procurement of goods and services. /GC 14838.7 is a simplified process that
applies to construction services estimatednot to exceed the project level
established and adjusted periodically by the Department of Finance ($120,000
for FY 02/03) in accordance with PCC § 10105.

9 - CB-Formal
CB - Formal — Formal competition, based on the following:
e IT Goods and Services --/>$500,000
e Non-IT Goods (Commaodities) -- >$25,000
e Non-IT Services -- >$50,000

As described in the California-Acquisitions Manual’§ 3.2.2.b.5:

A written solicitation, including either Informationy Technology (IT) model contract
language or General Provisions, or a combination of the two, developed in
accordance with.established practices forrelatively high dollar, highly complex
procurements and in accerdance with statutory requirements.

10 - CB-Informal
CB —1Informal — Informal cempetition, based onthe following:
¢ IT Goods and Services -- <$500,000
e Non-IT Gooeds (Commodities) - <$25,000
e Non-IT Services --<$50,000

As described in the State Contracting Manual;.§ 5.95:

When non-IT services are required-and the dollaramount is below (specified
above) agencies should conduet.a market-survey of vendors and have them
submit unsealed-price quotes. There is-no limit on'the number of vendors that
may be-solicited. This process may be done by-telephone, writing, or fax.

As described in California Acquisitions Manual § 3.2.2.b.6:

A type of solicitation'that'ean be conducted verbally (by telephone) or in writing
and-used for the purchase of goods (including information technology) or
information technology services of relatively low value and complexity in
accordance with statutory requirements.

11 - CB-Request for Qualifications (A&E)
Selection for professional/servicgs of A&E consultants must be on the basis of
demonstrated competence and on the professional qualifications necessary for
the satisfactory performance 6f the services required at a fair and reasonable
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price. The Request for Qualifications (RFQ) is the solicitation document that
sets out the criteria for determining the best qualified professional for the project.
The RFQ process is followed in accordance with SCM 11.05 and 11.06.

12 - MA Pre-Qualification Agreements
Master Agreements (MA) — Pre-Qualification Agreements awarded only by
DGS-PD.

Master agreements established by/DGS-PD, that represent a listing of suppliers
who have been pre-qualified typically on/the basis of experience and financial
status. Users then issue solicitations to the suppliers in pre-defined categories.
Award of a contract to one of these pre-qualified suppliers is based on best
value as determined by the user.

13 - MA Statewide Commodity Contracts
Orders issued against,/Statewide Commodity Contracts established by DGS-PD.

As defined in Public Contracting Code: PCC/§10290 "Statewide contract" means
a contract awarded by the Office-of Procurément to one or more suppliers-for
the acquisition of specified goods for-a period of/time, at a price, and in an
amount set forth-in the contract.

14 - MA State Price Schedule
Orders issued against Statewide Price Schedules established by DGS-PD.

As defined in Public Contracting Coede: PCC § 10290:

"Price’schedule" means an.agreement between the Office.of Procurement and a
supplier under which the supplier-agrees to accept orders fromy'the office or a
state agency for-specified goods-at set prices for a specified period of time but
which,/does not obligate the office or state agencies to contract for the specified
goods from the supplier.

15 - MA Master Service/Agreement
Orders issued agajnst Master Service Agreements-established by DGS-PD.

As described in“the Staté Contracting-Manual § 3:04:

There are two-types of generally acceptable master agreements: statewide and

intra-agency:

A. Statewide master agreements are contracts bid by DGS for services and
consulting services that are used by.many departments.

1.~ Master Agreements take advantage of the state’s large buying power.
Prices are often less.than those a single agency could obtain on its own.
Any state agency can\use\the statewide Master Agreements through the
use of.a subscription agreement, typically using a Standard Agreement
Form.

2. Master Agreements take/care of the bidding process and other
administrative details. Depending on the particular agreement, Civil
Service justification (GC §19130), and DVBE goals may or may not have
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been dealt with.

3. Master Agreements allow an agency to obtain needed services quickly
and easily, avoiding the delay and uncertainty of the bid process. Some
Master Agreements, especially those with multiple vendors, have User
Guides that explain how the contracts are to be used. User Guides for
different agreements have varying requirements. It is the responsibility of
the using agency to follow the/requirements in the User Guide for that
particular Master Agreement.

4. Some subscription contracts to Master Agreements developed by the
Department of Personnel Administration and the Procurement Division,
DGS, cannot exceed $100,000. Before-developing a subscription
contract, check with the Master Agreement Contract Manager.

Note: In rare instances DGS has given authority te_.another agency to bid
and supervise a Master/Agreement.

B. Intra-agency master agreements are contracts let by an agency-for the use
of the divisions of that agency.-Intra-agency master agreements may differ
from agency to agency, depending-on program needs and statutory
authority. /Any-agency wishing to enter into such a master agreement should
discuss the agreement with its DGS/OLS attorney.

16 - MA Master Rental Agreement
Orders issued against Master Rental-Agreements established by DGS-PD

Same benefits-of a Master Service Agreement (repeated below), however a
Master Rental Agreement generally includes the product;lease term options
(i.e. 12/months, 24, months...) maintenance service and-warranty.

17 - MA Master Purchase Agreement
Statewide-Master Purchase Agreements (MPA’s) are one type of Master
Agreement contract/bid by DGS for-Information Technology products and
services. These MPA'’s are used-by many-departments.

1. MPA’s take.advantage of the state’s-large buying power. Prices are often
less than those-a single agency could obtain on its own. Any state and
local agency.can use the statewide MPA'’s through the use of a Purchase
Order, Standard Agreement-Form, or CAL-Card.

2. MPA’s take care of the bidding process and other administrative details.
Depending on the particular agreement, Civil Service justification (GC
§19130), and DVBE goals may or may not have been dealt with.

3. MPRA’sallow an agency to'obtain needed products and/or services quickly
and easily, avoiding the delay and uncertainty of the bid process. Master
Purchase Agreements have User Guides that explain how the contracts
are to be used. User Guides for different agreements have varying
requirements. It is-the responsibility of the using agency to follow the
requirements in the User Guide for that particular MPA.
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4. MPA’s developed by the Procurement Division, DGS, cannot exceed
$500,000 unless an exemption request is approved by DGS in advance.

5. Western States Contracting Alliance (WSCA) contracts are also
considered MPA's. These contracts also have User Guides that explain
how the contracts are to be used. It is the responsibility of the using
agency to follow the requirements in the User Guide for that particular
contract.

Leveraged Contract No.

If the Contracting Method is a CMAS/or Masters, a leveraged contract number must
be entered. All other contracting methods do not-use a leveraged contract number. Do
not use spaces between numbers. /This field can hold upto 20 characters.

Small Business
Yes or No button. Defaults to/No.
Use the Yes or No button todndicate if this is a Certified Small Business vendor.

Disabled Veteran (not available at this time)
Yes or No button.

Micro Business (not.available at this time)
Yes or No button.

Original Beginning-Term* - Required Field; quick select calendar next to box

Enter the original beginning term-of this contract. This-date may differ from the Date of
Entry of Original Contract. The data format is month,-day, year order (MM/DD/YYYY).
For example: March 22, 2003 is 03/22/2003.

Original Ending Term - Quick select calendar next to box

Enter the-ariginal ending term)of the contract. This'is not the date resulting from
extensions due to-amendments to the original contract.. For certain contract types, no
entry will be required in this’data field. The-data format issmonth, day, year order
(MM/DD/YYYY). Forexample: March 22,-2003 is 03/22/2003.

Original Contract Amount™*- Required Field
Enter the total amount of the original contract and include tax if it is part of the total. This
should not include amounts resulting-from-amendments to the original contract.

It is not.necessary to add a dollar sign. If cents are omitted, the SCPRS will assume
two digit zeros.If cents are included in the amount, they must be preceded with a dot,
for example 2500.56.

The SCPRS system does net separately identify the tax cost for any contract,
amendment or purchase orders-entered/ To aid in the searching, identification and
reporting of SCPRS information enter the total dollar amount that is printed on the
purchasing document. If tax is included in the document total, it should be included in
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the SCPRS data. If tax is not included, it should not be included in the SCPRS data.
With this in mind, the SCPRS Reports include tax to the extent that it was noted on the
documents used to input data.

The user must click on the gray Submit button in.order for the data to be entered into
the system and for the generation of a SCPRS Registration Number for this contract.
You must have a registration number for/each contract.

Note: If you were in the process of adding centract or amendment information and
did not click on the gray Submit button before you logged out of the system or if the
system logs you off automatically as.a result of the "Default" 20 minute system idle
time, the data was not saved,/and will need to be re-entered.

Once the required information is submitted, the system issues a SCPRS-registration
number. This is NOT the number.known as the contract number. The user is
notified by a web receipt on the screen-and by an email receipt. The SCPRS
registration number is an important.identifier and should be noted for future use.

The SCPRS registration number has the following format:

4 digit numeric organizationalnumber from Department.of Finance plus a
2 digit numeric Contract Type plus a
4 digit numeric date in the order.of Month-Day-Year plus a
sequential number assigned by-SCPRS.

The 4 digit numeric organization codes are assigned and maintained by the Department
of Finance (DOF). Further information about the’/DOF codes and their uses are
available at http://www.dof.ca\gov/html/calstars/ucm.htm. The second bullet near the
bottom of the DOF page provides a link to alphabetical, numerical, or structural listings
of the organization cedes.

Example: 1770100703100 / (bold type-is-not present’in real number)

1770 DOF organization code

10 Contract Type (the system will use the same contract
type number that was selected earlier for Contract Type)

0703 July 2003

Sequential Number.100. (this can‘be any number of digits from
2 digits for sequential number 12 to
4 digits for sequential number 3,421.)

Once a contract has been registered, the/ user can add amendments to the parent

contract. A period and the amendment/number will be added to the parent contract
number. Example of amendment.1 for the above contract: 1770100703100.1
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Section 4
Add Amendment

SCPRS

Procurement Division, DGS
May 5,2003

Amendments

An amendment is a formal modification to’acontract. It should contain the same
degree of specificity for changes.that the original.contract contained for the same
item. Types of amendments include Standard Agreement Amendments and
Purchase Order Changes (PQC's).

When you click on the link'identified as Add Amendment you see the Add Amendment
Menu Search screen shown below. Please be aware that you are only allowed to add
amendments to your own department/agency'’s contracts unless you have special
privileges. If you are a DGS Procurement Professional User, or have other viewing
rights, refer to the Users Manual written specifically/for those who are not End Users.

Note: Once the system has been in operation/and has stored a large volume of data
that is multi-year,.a search capability for date ranges will be added to allow the user
to search more efficiently.

s Procurement €oes I

Add Amendment Menu Search

To search for @ contract select aptions below and click on the search button. This will prowvide ywou a list of Contracts that
criteria.

Select the type of search wou want to rn ! Don't Specify (Find Al Cortracts) ;!

Don't Specify (Find Al Contracts]
Search by Contract Registration Mumber
Search by Description

Search by Contractor Name

Search by Contract Type

Search by Contract hdethod

Search by Dept. Contract/P O Mumber

The drep down box on this screen offers a number of search options to locate contracts
previously-entered into the SCPRS. \Once an item is selected from the drop down box,
another entry box will appear for the user to enter specific information for that type of
search.

1. Don't Specify (Find All Contracts) is the default selection. If you click on the gray
Search Now all contracts for your department will appear.
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2. Search by Contract Registration Number. A new screen with an empty box for
the Contract Number will appear as seen below.

r" e Procurement @es E

Add Amendment Menu Search

Ta =earch for 3 contract select options below and click on the search button. This will provide wou a list of C

crtena.

Select the type of search ywou want to rn I Search by Contract Registration Humber ;I

Enter wour seanch term I

Search Mow |

Enter any part of the SCPRS Contra
Click on the gray-Search Now butto

egistration Number into the empty-box.
is is the unique number assigned by the

Section 3 of the Use
registration number.)
SCPRS

e SCPRS contract
[ e example below, the

P Procurement €oes
1 Add Amendment Search Results

First < Prewious Mext * Last

ord

1-0of 0 Records
First < Prewious Mext + Last

et

3. Select Search by D iption and enter into the new box a word or phrase that is

part of the descripti when the original contract was first added to the
SCPRS. Click on the earch Now button.
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4. Select Search by Contractor Name and enter part of or the entire contractor's
name in the new box. This search is not case sensitive and 'MARTIN' will be
found as easily as 'martin’, but be sure to include blank spaces, periods or

commas if the Contractor Name includes them. Click on the gray Search Now
button.

5. Select Search by Contract Type and-from the new drop down box that appears
select one of the Contract Types as shown in the following screen. Click on the
gray Search Now button.

C A L AT

To search for a contract select options below and click on the search button. This will provide you 3 list of Contracts that
crtera.

Select the type of search wou want to run I Search by Contract Twpe - I

If wou selected Contract Type, Select One. I 1-

;I

3 - IT Consulting

4 - Mon-IT Goods (commodities)

G - Mon-IT Services
|| G - Mon-IT Consulting

¥ - Public Works

2 - A8 ElArchitectural 8 BEngineering)
[ 9 - Interagency SAgreement

10 - Grant=SSubwvention
11 - Membership=s/SponsorshipssSubscrptions

6. Select Search by Contract Method-and from the new drop_down box that appears
select one-of the Contract Methods. [Click on the gray Search Now button.

7. /Select-Search by-Dept. Contract/PO Number and enter-part of or the entire

contract/PO number.into the new box that appears. Click/on the gray Search
Now button.

Search Results

If your seareh identified contracts in the-system, the screen below appears and lists
pertinent information for each match._Once you-haye identified the contract to be
amended, click onthe registration number(in-blue) on the first line of contract

information-(see-screen.above). This link takes you to the Add Amendment page
for that contract.
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Add Amendment Search Results

First < Prewious 1 Hext > Llast

Printable “&rzion
17E00S020357
Cortractor Name @ ENVIRONMENTAL SCIENCE & ENGINEERING
Dept. Contract No/P.0. Ho. : 3022663
Description : STATE BUILDING SEISMIC PROGR AW ENGIN
Arnount : F24.500.00

The SCPRS Registration
Number is the link to the
contract's detailed
information.

17E007020356

Contractor Marme : LOS ANGELES AIR CO

Dept. Contract No/P.0. Ho. : 3026508 (PCL 1107)

Description : HEATING AMD COOLING COILS REP
[ | Srcurt : $467 400 .00

APITAL ANMEY

1FEO0E02 0346

Cantractor Mare @ Dean F. Unger, ALA, IMC.
Dept. Contract No/P.O. Ho. @ 2032121
Description : Sonora Forest Fire Station- Relocate Facility Departmernt of Forestry and Fire Protection Sonora, Tuolumne Cournty,
Califomnia

Brnourt : $65,000.00

17E00E020345

Contractor Mame : LIONAKIS BEAUMONT DESIGN GROUP, IMC.
Dept. Contract Mo /PO, Ho. : 20533201

Description : MorthemyCentral Region #1 Retainer Budgset Packages
Braourt @ 000

The contract list can be printed as seen above by using your browser.or if you click
on the link in the top right eorner named Printable Version you can print a.list without
all the web site frames and colors.

Each listed contract includes the following pieces of information:

SCPRS Registration No.

Contract Name
Dept.-Contract No./P.O. No.

Generated by-SCPRS and created when the
contract is first entered into SCPRS.

Provided by the user.
Provided by the user.

Description
Amount

Provided bythe user:

This is the initial contracttamount and does
NOT include any amendeéd dollars.

The Add Amendment screen is shown below.

'| wwﬁm

Add Amendment 14

Dept/*gency Name Sub-Unit Name Original Entry Date

Department of General Services OTR 1272202002
Contract Type Dept. Delegation Mo,
1- 1T Goods 12-2445
Description of Amendment
=
- I *
Contractor Name Dept. Contract Mo P 0. Mo, PIN Mo, Financed or Leased
ast # Fest-123 * |12-345 & Ho 7 ves
| wiendor FEIN Contracting hiethod Leweraged Contract Mo.
pc L L) I 1 - Competitive Bid (CB) - I* ey
- Small Business Disabled “teran hficro Business
[ 2 [] o Wes o Mo o Ve [ 2 [] o Tes

Driginal Beginning Termmn
12752002

Driginal Ending Termmn
12052252002

Qrginal Contract Amount
I3 566,756 .02

Mo, of Prior Amendments Al Amendments Total

F15,000.00

Cumulative Total
32,581, 756.02

1 ‘uleull

Amendment Beginning Tenm Amendment Ending Term

*

Amendment Total

ID *
*=Required Field S4bmMit I
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Changing Previously Entered Data

Many of the boxes on the Add Amendment page already contain information that was
entered when the original contract was added to the system. Some of the boxes allow
changes to this earlier data and some do not. [f you need to edit or change data of a
previously entered contract or earlier amendment, you must contact SCPRS staff who
will do it for you. Go to the Feedback link at the left of the screen in the gray area.

If the screen permits you to change data from'that entered in the original contract, the
original contract data will not change’ Only the data of that particular amendment will
show the changed information. When additionalamendments are added, the default
data for all new amendment will always be that-of the_ initial contract.

Public Works Contract Type and Change Orders

A Change Order is a written order/issued by the State which'is used to determine
adjustments in the contract based on 1) a change in the work, 2)the amount of the
adjustment in the Contract'amount, and 3) the extent of the adjustment in"contract time.
All information that is changed as a result of Change QOrders should be reflected in
SCPRS. Due to the nature and number-of Change Qrders, they may be put'in batches
and entered into the-system with cumutative’and/oy’final changes to reflect the current
status of the contract at the time of entry. Batched means that more than one Change
Order may be combinedtegether.and entered into the SCPRS as a single amendment.

Note: Change Orders'may.be batched and entered-weekly/monthly/quarterly at the
discretion of the entry state agency. Each batch entry made-into the system must
reflect the numbering sequence or other’identifiers of.each €hange Order in the
Description of Goods/Services field.

The SCPRS amendment.number for Public Works contracts will not reflect the
actual'numbers on change orders and amendments. The primary purpose in this
version of the SCPRS s to ¢capture significant information, such as dollars, scope or
scheduleadjustments, for change orders and-amendments. More specific
registration numbering for/Public-Works contracts will be addressed in future
versions of the system.

Go to Section 4a to continue.the Add Amendment part of the
User Manual
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Section 4a
Add Amendment (continued)

SCPRS
May 5, 2003

Add Amendment Fields

The following pages in the User's Guidg address each box on the Add Amendment
page. For those boxes that already contain data, detailed descriptions are available in
the Add Contract Section 3 of the User's Manual and are not repeated here. The
boxes discussed below are listed as they/appear-on the screen, starting at the top of the
screen and going from left to right.

Boxes that have a red asterisk/to their right are required fields and must contain data.
If a required field does not contain data when the gray Submit button on the bottom of
the screen is clicked, you will get @ message and the system-will not allow you to
continue.

The first fields listed below show-the data that was entered in the original eontract and
cannot be changed on this SCPRS screen by/'the user. If any of this data needs to be
changed, contact SCPRS.

Dept/Agency Name
Sub-Unit Name
Original Entry Date
Contract Type

Dept. Delegation No.

Description of Amendment* - Describe the reason for the amendment, including
additional’'goods or services, increases in.contract amount, extension of term,
changes in-contract terms and conditions, etc. This field must contain new
information relevant to the'new amendment being added.

Note: If the amendment is"a batch-of Public Works Change Orders, indicate
Amendment or Change Order Number(s)-in this box - for example, enter "Change
Order Numbers-1-33™

Contractor Name - Defaults to original.contract contractor. Any changes made
subsequent to the original contract entry are reflected only in the new amendment and
notin the.initial contract data or in subsequent amendments.

Dept. Contract No./P.O. No. * -\Defaults to original contract number. Changes are
reflected only in.the-new amendment and not in the initial contract data or in subsequent
amendments. If your department uses a numbering convention that identifies
amendments, enter it in-this-box.
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Note: The SCPRS registration number assigned by SCPRS identifies the
amendment according to the SCPRS convention (see the end of Section 3, Add
Contract). The SCPRS registration number is a different number than the Dept.
Contract No./P.O. No. In the SCPRS a period and the amendment number are
added to the parent contract number for each contract amendment.

PIN No. - Procurement Division's Purchasing tnformation Network number. Defaults to
original contract data. Any changes arg reflected only in the new amendment and not in
the initial contract data or subsequent’amendments.

Financed or Leased - Defaults to/original contract data. If this data needs to be
changed, contact SCPRS.

Vendor FEIN - Defaults to original contract data. Changes are reflected only in the new
amendment and not in the jhitial contract data or in subsequent amendments.

Contracting Method* - Defaults.to original contract data. Changes are reflected only in
the new amendment and not in-theinitial contract data or subsequent amendments.

Leveraged Contract No. - Defaults to-original contract data. Changes are reflected
only in the new amendment and not in the initial contract data or subsequent
amendments.

Small Business - Defaults to-original contract data. Ifthis data needs to be changed,
contact SCPRS.

Disabled Veteran - Not available at this time.
Micro Business - Not available at this time.

Original-Beginning Term - Defaults to original contract data. If any of this data needs
to be changed, contact SCPRS.

Original Ending Term - Defaults to original-contractdata. If any of this data needs to
be changed;.contact SCPRS.

Original Contract Amount - Defaults-to original contract data. If any of this data needs
to be changed, contact SCPRS.

No. of Prior Amendments

The number of prior amendments stored in the SCPRS is located to the left of a small
gray button called View. Click on the\View button to see amendments previously
added to this contract. ~See screen below. The example shows that there have been 2
different amendments-added to this contract. Note that the last digit of the SCPRS
registration number indicates the number of the amendment.
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If you click on the blue text on the right titled 'Printer Friendly Version', a window
opens on top of the SCPRS screen with the same five lines of amendment
information, but without the colored frames, background text or pictures. To print
this view, click on the gray Print button on the menu on the top of the newly opened
window. (If needed, please contact your department's computer services or help
desk staff for assistance with printing.) ~Click on the small 'X" in the far right top
corner of this window to close the printer friendly version view.

Click on the blue SCPRS registration number on the first line of information of one of
the amendments to select an individual amendment to view.

_— - Procurement @oss

Contracts Report Menu 22|

Flzase click on any of the contract registration numbers below to wiew details. Frinter Friendly “wersion

1TEO0010% 16,1
Cortractor Hame : Dell
Dept. Contract Mo /F.0. Mo, : 6540684
Description : This is a test
frnount : §2,000.00
1760010103 164.2
Contractor Name : Dell

n Dept. Contracst Mo P.0. Mo, : 6599654
Description : 55
prnount @ 7700

Once an amendment is.selected to view;-the screen-below appears. This page is a
'read-only' view of the amendment information=-You are-notallowed to change any
information yourself once the contract or amendment-has been submitted to
SCPRS, but must contact SCPRS staff to do’'the changes:

& - 5 2
frest

Back T Foweerd Stop. Refresh Home ‘ Search

Back
Button
on
Browser

Note: To leave the amendment view screen shown above, click on the Browser's
gray-Back button that is in the upper left corner of your screen. Click on the Back
button again‘to return to the Add ‘Amendments page.

All Amendments Total-This total dollar amount is automatically calculated by SCPRS

based on all previously-entered amendments. This total does not include initial contract
dollar value.
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Cumulative Total - This total dollar amount is automatically calculated by SCPRS
based on original contract amount plus all previously entered amendment totals (and/or
Public Works Change Orders). If an amendment reduces the dollar value of the
contract and the amendment total is entered as a negative dollar amount, this
cumulative total will subtract the negative amount from the previous total.

Amendment Beginning Term* - Enter the beginning term of the amendment. The data
format is month, day, year order (MM/DD/YYYY). For example: March 22, 2003 is
03/22/2003.

Amendment Ending Term - Quick select calendar; see above for instructions. Some
amendments will not have an end term/ If this is-the case, leave this field blank. The
data format is month, day, year order,(MM/DD/YYYY,). For example: March 22, 2003 is
03/22/2003.

Amendment Total* - Enter only the total dollar amount of this new amendment and
include tax if it is part of this.total. It is not necessary to add a dollar-sign.-If cents are
omitted, the SCPRS will assume 2 digit zeros. If cents are included in the amount, they
must be preceded with a dot, for example 2500.56. Negative dollar amounts-of
amendments are allowed and will be subtracted from the cumulative total of the
contract.

The SCPRS system.does not separately identify. thetax cost for any contract,
amendment or purchase orders entered.- To aid in‘the searching, identification
and reporting of SCPRS information enter the-total dollar amount that is printed
on the purchasing document._Iftax is included in the document total, it should
be included-in-the SCPRS data._If'tax/s not included, it should'not be included
in‘the SCPRS data.  With this in mind, the SCPRS Reports include tax to the
extentthat it was noted on the documents used to input data.

Note:.If the amendment is a batch of Public Werks Change Orders - Enter total
amount for amendment or batched-change orders.if there is a dollar change.
SCPRS will add this batched dollar amount-to the cumulative total.

The user must click on the gray Submit button in order for the data to be entered into
the system.

If a.user.clicks on the Submit button and-anyrequired data is missing, the SCPRS will
respond with a small box on top of.the Add Amendment page that will tell you what
piece of information is missing. ‘Also, some data may require other data, such as a
certain contract type may also require a delegation number. The amendment will not be
accepted if the amendment data'is incomplete or inaccurate. An example of an error
message is shown below.
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' g!_! Procurement €oss

add Amendment

Deptisgency Mame Sub-Unit MName Original Ertry Oate
Departmert of General Services OTR 127242002

Cortract Type Dept. Dalegation Mo.
1- IT Goods 124654
IEMESRIE Microsoft Internet Explorer k4|

TEAT

& The wendor FEIM must be a 9 digit numeric walue.

Cortractor Mam Financed or Leased

licrosoft 5 Ho € ves
| wizndor FEIM Leweraged Cortract Mo,

[Fes5ess T . 122466
- Small Business Dizabled “ateran hiicro Business

& o 0 ves e 0 ves e 0 ves

Original Beginning Term Original Ending Term Original Contract Amount

12302002 12431/200% F10.000 00

Mo. of Prior Smendmernts AlAmendments Total Curnulative Total

2 -.deu,l £170.300.00 F180,300.00

Amendment Beginning Termn Amendment Ending Term Amendment Total

01,0103 ID *

*=Required Field S4bmit I

Note: You must click 6n the OK button in the small box in order for.the error
message box to disappear and to be able to enter the missing data.

Once the data is successfully submitted;.the screen below appears.

r':‘: Procurement @ss

Amendment Submittal Receipt

Printer Friendly “srsion

Aonew contract amendment has been registered with the State Contract and Procurement Registration Systemn
The contract amendment number is

1FPE001120250.3

A0 email receipt has been sent to the following e-mail address-

|| gloria.santos @dgs .ca.gow
The cortractor is Microsoft
The fmendment Total is $0.00
e The curmulative total for this cortract is $180,200.00

Thank You
SCPRE Administrators
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In addition the SCPRS sends you an email confirmation of the new amendment such as
shown below.

From: SCPRS Administrator [scprsadministrators@mdgs. ca.gow]
To: gloria.santos@dags.ca.gow
Cc:

Subject:  SCPRS Mew Amendment Registration Confirmation

Dear Custotmner,

A new contract amendment has been registered with the State Contract and Procurement Registration System.

Contract Amendment MNumber: 1760011202503
Contractor MName: Microsoft

Amount of the amendment: $0.00

Chuarmulative armmeount for this contract: $180,200.00

Thank Tou

SCPES Administrators
SCPESAdmimstratorsid@ldes. ca. gow

Clicle on this inle wemer scprs dos ca sow to return to the State Contract and Procurement Fegistration Systetn.

Note: If you were in the process of-adding contract or amendment information
and did not click on the gray Submit buttan before you logged out of the system
or if the system logs.you off automatically as a fesult of the "Default" 20 minute
system idle time, the data-was not saved and will need to be re-entered.
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Section 5
Search Contracts/Reports

SCPRS

Procurement Division, DGS
May 5, 2003

Search Contracts
When you click on the link identified as Search Contracts in the left gray area of the
screen, you see the Search ContractMenu screen shown below.

F:‘S Procurement @ss E

Contract Reports Menu Search

To search for 3 contract select option=s below and click on the search button. This will prowvide you a list of Cor
crteria.

Select the type of search wou want to mun I Dan't Specify (Find Al Contracts) - I

Search by Contract Registration Rumber
Search by Description
Search by Contractor Mame

Search by Contract Twpe

Search by Contract hizthod

Search by Dept. ComtractsP O Mumber

The drop down box-en this screen offers.the same options_as those seen in the Add
Amendment Menu Search discussed'in Section 4 and will not-be repeated here.

After you make your selection and click on the Search Now gray button, the contracts
that matchyoursearch appear on-the screen. Click-on the registration number (in blue)
on-the first line-of contract information to go-to the contract data screen shown below.
This contract and its amendment data can be viewed or printed.

T ——
Contract YWiew Screen - 176010303225

Printe

Dept/fopgency Mame Sub-LInit Mame Qriginal Entry Date
Department of General Services Procurement 35192003

Contract Tvpe Dept. Delegation Mo,
1 - IT Goods 1223823

Purchass <40 Dell Computers

Contractor MHame Dept. Contract Mo . P 0. Mo, PIM Mo, Finance d or Leas.
n D=l FETCFRE] SRTFAT O fe T ves

wiendor FEIM Contracting hidethod Leveraged Contract Mo,

xxxxx EEEE] 4 - Chass FETEEE

Emall Business Disabled “teran hiicro Business

Ll ST Tes L Mo T ves L Mo T ves

Driginal Beginning Teon Original Ending Teon Driginal Contract Smount

FrZASZ003 FrZSSZ003 $H0, 000 .00

Ho. of Amendments 2 Amendments Total Cumulative Total

. mdem F15,000 .00 F55,000 .00
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Reports

When you click on the link for Reports in the gray area of your screen, you will see the
Contract Registration Reports Menu screen shown below.

. — — by
Contracts Reports Menu

hitake wour selection from the choices given below and click on ‘Get Report’ to get @ report based on contracts infermation. Snw amer
made to the selected contracts will show up in the detail reports.

User Deptéifgency Mams: Departrent of Genera | Serwices

Feporting Lewel Ifuhr Deptifgency Only |

Sub Unit Mame [ =1 sub Unie= -1

Contract Type [ cortract Tvpes ~1

Contracting hiethod Iﬂll Contracting hidethods= - I

a. .
_— Contract Re [ [=]

Dept. Contracts/PO Mo,

Small Business

Contracts Entered Sdter

|l

Contracts Entered Before

Eeport Type &= List 7 summane 7 Detail

Eeport Format % 0n Screen 7 Bxcel Spreadshest £ Text File

Get Report |

The following items are-arranged in the order they appear on the screen from top
to bottom. Note: Eachitem underlined in blue-textean be clicked for a
description of the item:.

After all the specifics for a report-has been entered, rememberto click on the
gray Get'Reportbutton at the bottom of the’screen to-run the report.

1. Reporting Level:-The-SCPRS default is 'My Dept./Agency Only'. This will
permit viewing of data at your level in the Department of Finance's Uniform
Code‘Manual organizational structure.

2. SubUnit-Name: This drop down box allows the user to select from all the
Sub Units that.are currently inthe-system and associated with previously
entered contract data.

3. Contract Type: This drop down box offers selection of a specific contract type for
their report. The default *All' means all types will be included in the report.

4. Contracting Method: This drop down box offers selection of a specific contracting
method. The default 'All' means all methods will be included in the report.

5. Contract Reg. No.: This box allows the-User to enter a specific SCPRS Contract
Registration Number. The report will include data for only the one contract.

6. Contractor Name: This box permits the search to be restricted to a part or an entire
contractor name. For example: "De" reports all vendors with Dell, Design or De-
Activation in"the name and "Dell" will return any vendor names with the word 'Dell’,
such as Dell, Dell. Computers, or Dell Hardware.

7. Dept. Contract/PO No.: As with/Contractor Name, the more specific the data
entered in this box, the more refined is the search for matching data. An entry of "4"
is less specific than one of "34" and will include more contracts.
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8. Small Business: A click in this small square indicates that only Small Business
contracts/amendments are to be included in the report.

9. Financed/Leased: A click in this square indicates that only contracts/amendments
that are financed or leased are to be included in the report.

10.Contracts Entered After: This date refers to the date that the contract data was
entered into the SPCRS. If a date is entered in this box on the report screen, all
contract data entered after this date will be in the report. This is not the beginning
date of the contract or amendment/ (The gray button to the right of the box will bring
up a monthly calendar that can also be used to enter a date.)

11.Contracts Entered Before: This daterefersto the date that the contract data was
entered into SPCRS. If a dateis entéred in-this box, SCPRS contract entries made
before this date will be in the report. (The gray button. to the right of the box will
bring up a monthly calendar that can also be used to.enter a date.)

12.Report Type: The Report Type' has three options: list, summary or detail. The items
listed earlier will help to narrow and define the contracts in the report, while Report
Type will define how much of the contract data.is in the report.

List report type (On Screen report format)

@ EEEE— LAULL
Contracts for Department of General Services

|.0.II Contracts & Arendments | Summary | Detail |
Registration # Ertry Date Drigipn;lDEI?'tntrac‘t Pmer:"u?:l.moznts %ﬁ:m:;;?;ls Report Type | Report Type

17EO0E0FOZE EATEEO0F $0.00 1 Fe4000.00 | fummany Detail
1 TEODS0Z 034G 2E2TI2003 $65,000.00 1 F150,500.00 Summany Dietail
1TEO0T 020356 262802003 46T, 400.00 1 630,226 .00 Summany Dietail
1TEO0S0Z03ST 262802003 F24,500.00 5 F66,000.00 Summany Dietail

] 1TEO03030359 Jr32003 $195,000.00 a F1,747 147 .00 Summany Dietail
17600030267 BF3F2003 $0.00 1 054000 | summany Detail
17E00B03036 BF3F2003 F51,000.00 1 Fa64,291.00 Summary Detail

A click'en any of the items that appear in blue underlined text will take you to specific
data for that.contract.

Summary report type-(On-Screen report format)

- —— L R
Contract Summany

Contract Reg Mo, ATEOO2020345 Contract Entry date: ZHETIZ003
Dept.sagency Mamme: Department of General Services

Cortractor Mare: LIONAKISE BEAJMONT DESIGH GROUP, INC.

Cortract Description: MorthemsCentral Region #1 Retainer Budget Packages

Contract Type: g - A8 ECArchitectural & Engineering’

Contracting Method: 11 - CHB-Request for Qualifications AEE)

Original Cortract Arnoont : 000

Murnber of frnendrments: 1 Curnulative Total : F24,000 .00
Contract Reg Mo, ATEOO202032 46 Contract Entry date: ZIETIZ003

Dept./Agency Narme:
Contractor Name:

Cortract Description:

Contract Type:
Contracting Method:

Original Contract Arnount:

Murnber of Armendrnents:

Department of General Services
Oean F. Unger, Al&, INC.
Sonora Forest Fire Station- Relocate Facility Department of Forestry and Fire Protection Sonora,
Tuolumne County, Califomia

2 - A2 E CAnchitectural & BEngineering)

11 - CB-Reque=t for Qualifications (AEE)
H55,000.00

1

Curnal ative Total @ F150,500.00

Cortract Reg Mo, :
Dept . sogency Mane:
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Detail report type (On Screen report format)
[ e e 0 0 Y

Contract Detail

Contract Reg MNo.

Dept fogency Hame:
Sub-Unit Mare:

Contract Description:
Contract Type:
Contracting Method:
ariginal Cortract frmount:
Dept. Delegstion Mo.:

Contractor Mame:
Leveraged Contract Mo
“erndor FEIN:

Hurmber of Srnendrents:

Arnendmernt Reg Mo
Arnendrnent Description:

Ornendrnenit Total :
Ornendrnent Commments:

ATEOOS020345 Contract Ertry date: ZAZFIZ0O0Z
Department of General Services
MorthemysCentral Region #1 Retainer Budget Packages
& - A8 E (Architectural & BEnginesring)
11 - CB-Request for Qualification=s (ARE)
F0.00

Contract No JF.0O. No.: 30533301
LIOMAKIS BEAUMONT DESIGH FIM Mo.-
GROUP, IMC. ”

Financed or Leazed: = Mo [ Yes
o P SHE Small Business: [ Mo [ Yas
1 Curnulative Total : F24,000.00
17E003020345 1 Arnendrnent Entry Date: ZAETIEO00Z

TAHOE BASE CENTER ACQUISITION CALIFORNIA CONSERNWATION CORPS SOUTH TAKE
TAHOE, CA

24000 Contractor Mame: LIOMAKIE BEAUMOMNT DESIGH

GROUP, INC.

13.Report Format: The Report Format has three options: on screen, Excel
Spreadsheet and Text File. The items listed earlier will help to define the.contracts

in the report, the report format defines how much of the contract data is in the report

and the Report Format permits on screen views such as shown above as well as
Excel or text formatxThe Excel report canbe saved to your own computer to
summarize and display-the-data-as you would like. “The text report can also be
saved and used to import the data into-other systems if desired. (To see directions
to save the excel or text file, continuing reading Section.5.)

On/Screen report format

If the user selects On_Screen for the Report Format, the three different report types
available include List Qption, Summary or Detail and are shown above in item #12.
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Excel Spreadsheet report format
e List Option report type

https: 5w sCp provided by HMSH
J Eil= E dit A=t In=zert Format Tools >>|J Link= @ CA Home @ Cal-Buy facts @ Courks
J = - = . = oot | =] (1 =]
Back Eorisand Stop Fefresh Haome Search Fawvarites Hizht
| address [#] hitps:/dvmave. soprs. dos. ca.gov Filespt21 . xls
D= H & Eys | 2mm = - - - | aw = &
Arial <10 | B oz o | = | = 2,
a1 v| = Registration Mo
Y | B | [= | 5] | E | F | [= |
1 |RegistratidEntry Date COriginal Contract Amount Mumber of Cumulative Total
2 176002020 252703 F0.00 1 24 ,000.00
3 |[17s005020C 22703 $655,000.00 1 $150,500.00
4 176007020 252803 B4EF 400,00 1 B530,226.00
S |[17600302C 2/28/03 24 500.00 = 55 ,000.00
B |176005035C 35303 %195 ,000.00 =} 1,747,147 .00
¥ |1¥600303C 3305 s0.00 1 B350 ,540.00
8 |[17600303C 34303 51 ,000.00 1 F364 391 .00
9 |[175002803C 34403 145 ,000.00 =2 375 ,.000.00
10 |1 7600503C 35403 $1.,551 ,000.00 1 2 624 555.00
11 |1¥600303C 3403 BE95 994 00 2 $2.921.834.00
12 |[17s00303C 503 $1.,470.,297.00 4 $3.,7558.,350.00
13 |17 76005035C 3503 $0.00 1 115,055 .00
14 |17600303C 3703 B30F 21200 2 BO0S,712.00
15 |[17¥E00703C 703 $52.794 00 u] $52.794 00
e Summary report type
P e e — —— 1 D c——— !
|Arial - 10 v|B Fd gl =
L1e = =
A | B [ © [ D [ E [ F [ G [ H I [
1 |Registration_Mo Registration Dept/Agency Mame Contract Description Contract_Type Contracting_Me Contractor Original Contract [ Mo, of AmeCi
2 |17E008020345 2/2703 Department of General SiMorthern/Central Region #1 |A & E (Architec CB-Request for LIOMNAKIS $0.00 1
3 [176008020346 22703 Department of General S Sonora Forest Fire Station-1A & E {Architec CB-Request for Dean F. L $65,000.00 1
4 176007020356 2/28/M3 Deparntment of General SiHEATING AND COOLING CPublic Works  Competitive Bid LOS ANGE $467 A00.00 1
5 |17e008020357 2/28/03 Department of General S1STATE BUILDING SEISMICA & E (Architec CB-Request for ERNWIROME $24 ,500.00 7
B |[176008030358 3/3/03 Departrment of General S MASTERPLAMN PARKIMNG FA & E (Architec CB-Reguest for INTERMAT $125,000.00 =]
7 |17E008030367 3/3/03 Department of General Si# RETAINER ,FOREMNSIC + 4 & E (Architec CE-Request for MCGINMIZ $0.00 1
'8 |176008030368 3/3/03 Department of General Si1 STATE BUILDING SEISMIC A & E (Architec CB-Request for ABS COM; $51,000.00 1
8 [17B008030371 3403 Department of General S\REHABILITATE CAMPGRC A & E (Architec CB-Reguest for DEAM F. L $145,000.00 2
10 176008030374 3403 Department of General S Caltrans District ¥ Headqua A & E (Architec CB-Request for A C Martin  $1 581,000.00 1%
11 [176008030376 3/4/03 Department of General S5\DEPARTMENT OF TRAMSIA & E (Architec CB-Request for O'Brien K $695 994 .00 2 E
12 [176008030356 3/5/03 Departrment of General S SAMN DIEGO OFFICE BUILLA & E (Architec CB-Reqguest for CARRIER $1,470,297.00 4§
13 |17E0080303108 3803 Departrment of General Si#1 RetainerEngineering Ser A & E (Architec CB-Request for Mactec Er $0.00 1
14 |1760050303126 3/7/03 Department of General S NEW ARMORY DEPARTH A & E {(Architec CB-Request for Dean F. U $307 212.00 2
15 [1760070303128 3703 Departrment of General Sy Office AlterationCourt of App Public Waorks  Competitive Bid T.J kM. DE! $52,794.00 o
16 [1760020303131 3003 Department of General S10FFICE BUILDING MUMBE A & E (Architec CB-Request for HAMMEL, $1,581.,721.00 1%
A7 [1760050303134 3M0M03 Depantment of General Si#1 RETAIINER EMNG SERYIA & E (Architec CB-Reguest for WINZLER F0.00 3
18 1760020303135 3003 Deparntment of General SiCRYSTAL COWVE STATE PA & E (Architec CB-Request for DEAM F. L $816,000.00 1
19 |1760080303137 3/10/03 Department of General SiState Building Seismic ProgA & E (Architec CB-Request for EGE Interr $38,500.00 1
20 [1760050303139 3M0M03 Depantment of General S UPPER TRUCKEE AMND W A & E (Architec CB-Reguest for EMNTRE, Ik $480,542.00 1
21 17e0080303153 31203 Department of General Si#1 RETAINER-HAZMAT IMYVA & E (Architec CB-Request for HARDING $0.00 18
22 |1760080303154 3/13/03 Department of General S1%#2 RETAINER- NORTHERMN A & E (Architec CB-Request for WVERSAR, §0.00 10
23 [1760050303158 31303 Depantment of General SiWALLEY CEMTER FORESTA & E (Architec CB-Reguest for MICOLOFF $37 025.00 3
24 1760080303159 31303 Department of General Si#1 Retainer, Pro. Environme A & E (Architec CB-Request for MYRA L. F $0.00 2
25 |1760050303160 3M13M3 Department of General S1#1 RETAINER, PROFESSILA & E (Architec CB-Request for EDAWY, M F0.00 4
26 |1760080303167 3703 Depantment of General 51 STATE BUILDING SEISMICA & E (Architec CB-Reguest for The Crosh: $141.,000.00 10
e Detail report type
o vavn 1y wvop i s | wmann 1 avuinss Vewry | 1o vaan Vi
“ Address I@ hittps: /v, sopre.dge. ca. gow/Files/ipt21. xls
DEHSGRY (BRI v« | a® = £ 82 |[SEAS| v - &)
s “w =Bz u EENE
at =] = Sub_Unit
B [ B [ o [ E ] F [ G [ H I
1 [Sub Unit IContract/Amendrmen Registration_MNao Amendmel Registratior Contract_Type Contracting_Met Contractor_Name Delegation Levers
2 Contract 176008020345 2/27/03 A & E (Archite( CB-Request for {LIONAKIS BEAUMONT DESIGHN GROUP, INC
3 Amendment 176005020345 1 CB-Request for (LIONAKIS BEAUMONT DESIGMN GROUP, INC
4 Contract 176008020346 227103 A & E (Architei CB-Reguest for (Dean F. Unger, AlA, INC
5 Amendment 17E008020346 1 CB-Request for (Dean F. Unger, AlA, INC.
5] Contract 176007020356 2/28/03 Public Works | Competitive Bid 1LOS ANGELES AIR CONDITIONING, INC.
7 Amendment 176007020356 1 Competitive Bid ILOS ANGELES AIR COMDITIONMING, INC.
=] Contract 176008020357 2/28/03 A & E (Archite( CB-Request for (ENVIRONMENTAL SCIEMCE & ENGINEERING
=] Armendment 176008020357 1 CB-Request for (ENVIRONMENTAL SCIEMCE & ENGINEERING
10 Amendment 176005020357 2 CB-Request for (ENVIROMMENTAL SCIEMCE & ENGINEERING
11 Arnendment 176008020357 3 CB-Request for (ENVIROMNMENTAL SCIEMCE & ENGINEERING
12 Amendment 176005020357 4 CB-Request for (ENVIROMNMENTAL SCIEMCE & ENGINEERING
13 Arnendment 176008020357 5 CB-Request for (ENVIROMNMENTAL SCIEMCE & ENGINEERING
14 Contract 176005030359 3/3M03 A & E (Architer CB-Request for (INTERMNATIONAL PARKING DESIGM
15 Armendment 176008030359 1 CB-Request for (INTERNATIONAL PARKING DESIGM
16 Armendment 176008030359 2 CB-Request for (INTERMNATIONAL PARKING DESIGH
17 Armendment 176008030352 3 CB-Request for (INTERNATIONAL PARKING DESIGM
18 Arnendment 176008030353 4 CB-Request for (INTERNATIONAL PARKING DESIGN
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Text File report format
e List Option report type

Eil= Edit Wiss Faworites Tools Help |J Links #&=]CA Home @105 Legis @& ]CAL-Buy facts 4] Cowrts & DGS & DI
B - — - a3
Back Eeitie) Stop Refresh Home Search Favarites Histony tdai
Aderess [£7 https: s /v, sopre. das.ca. gov Files rot21. bt
Registration No|Entry Date |0Original Contract Amount |Humber of Amendments| Cumulatiwve Total

178008020345 | 2,27 /2003 |50.00[11524,000.00
178008020346 | 2,27 /2003 1565,000.00(115150,500.00
1760070203556 | 2/25,20035 15467 ,400. 001115530, 226. 00
176008020357 | 2-26-2003 1524, 500.00|51566,000.00
176008053035359 | S,53-20031$195,000. 0016181, 747,147.00
1760080305367 |S-3-20031s0.0011 1550, 540. 00
1760050530565 | 3,5-,2003 1851, 00000111554, 39100
1750050505371 | 3,4-2003518145,000. 001218576, 000.00

1

1

1750050505741 53,4-20035181,551. 0000011182, 624, 55500
1750080530353 76 | 3,4-20035318595.994. 0012182, 921,.554.00
1756008030366 |3-5-/,2003181,470,.297.00141§3,755,380.00
1750080303106 35,2003 1%0.001115115,055.00
1760080303126 37 /20031%307.212.00121%6885.712.00
1760070303126 37 /20031&52,794.00101§52,794.00
1760080303131 | F /10,2003 151,581, 721.0011152,621,441.00
1760080303134 3/10/2002 1§0.00111561,030.00
1760080303135 3/10/2003 | §816.,000.00|115816,000.00
1760080303137 | 2/10/2002 | §38,500.00111570,300.00
1760080303139 3/10/2003 | $480,542. 0015946 ,854. 00
1780080303153 | 3/12/2003 | $0.00]15|1§219, 52200
1780080303154 3132003 |§0.00]1015§250,000.00

1

1

1

1

1

1

1760080303158 | 3/13/2003|§37,025.001315§91,290. 00
1780080303159 3-13-20031$0.00111513,000.00
17600805303531601 531320035 13§0.0011 1567 ,421.00
1760080530353167 | 3-17-20051§141,000.00(10 35866, 401.00
1760080530353199 | 3162005 | §124,000.00(<15520,095.00
1760080303202 | 3162003 1197, 765. 001215233 ,165.00

Summary reporttype

s/1pt21 txt - M soft Internet E x|

File Edit “iew Favorites Tools  Help |JLmks &]CAHome &&]CALegis &|CALEBuyfacts &]Couts &]DGS &) DGSFD Inter &]DGS-FD Intra 4] eGov

= < = o o< at a 3] ] B = i Ii:
Back Fotbard Stop Fiefrash Heme Search Farvorites History Mail Print Exli Creste

Addiess [@] hitps: ¢ /v, soprs. dgs.ca gowFilespt2] b

Registration_No|Registration Entry_Date|Dept/igency Meme|Contract Description|Contract_Type | Contracting_Method|Contractor_Name|Ori
176008020345 | 2/27/2003 |1 INorthern/Central Region #1 Retainer

Budger Packages

l& & E (Architectural & Engineering) |CB-Recuest for Qualifications (AsE) |LIONAKIS BEAUMONT DESIGN GROUP, INC.|$0.00111$24,000.00
176008020346 | 2/27/2003 |11 Sonora Forest Fire Station-Relocate Facility

Department of Forestry and Fire Protection

Sonora, Tuolumne County, Californiald & E (Architectural & Engineering) |CB-Request for Qualifications (A<E) |Dean F. Unger, AIA, I
176007020356 | 2/268/2003 | L |IHEATING AND COOLING COILS REFLACEMENT

DEFARTMENT OF GENERAL SERVICES

STATE CAFITAL ANNEX|Public Works|Competitive Bid (CB) ILOS ANGELES AIR CONDITIONING, INC.|$467,400.00111§530,226.00
176008020357 | 2/268/2003 | 1| STATE BUILDING SEISMIC PROGRAMN

ENGINEERING FOR HAZARDOUS MATERIALS SERVICES|A s E (Architectural s Engineering) |CB-Request for Qualifications (AsE)|ENVIRONMENTAL
176008030359 | 3/3/2003 | 1 | MASTERPLAN PARKING FACILITY - FHASE I

CALIFORNIA SCIENCE CENTER

LO0% ANGELES, CALIFORNIA|A s E (Architectural s Engineering) |CE-Request for Qualifications (AsE)|INTERNATIONAL PARKING DESIGN|§195,1
176008030367 | 3/3,/2003| 1|41 RETAINER,

FORENSIC ARCH. AND ENG. SERVICES

NORTHERN Ci. REGION|A & E (Architectural s Engineering) |CE-Request for Qualifications (AsE) |MCGINNIS CHEN ASSOCIATES LLP|§0.00010§:
176008030365 | 3,/3/2003| 1| STATE BUILDING SEISMIC PROGRAM - PHASE W

REGION IT

|i &« E {architectural s Engineering)|CE-Request for Qualifications (&sE) |ABS COMSULTING, INC.|$51,000.00|1]5364,391.00
176008030371 |5,/4/2003| 1| REHAETLITATE CAMPGROUND AND DAY USE AREA

CAPITOLA, Ch.l& ¢ E (Architectural & Engineering)|CB-Recuest for Qualifications (AsE) IDEAN F. UNGER, ATA, INC.|$145,000.001215376,1
1760080303741 3/4/2003 11| Caltrans District 7 Headquarter Replacement Building Project, Department of Transportation, Los angeles, G

e Detail report type

esArpt21 _txt - M et Explorer prov

J File Edit Miew Favorites Tools  Help |JL|nks & CaHome &]CALegis &) CaL-Buyfacts & Courts &]DGS &) DGS-PD

J = _ - _ <] vt el E=| ¥ Eh -

Back Earvarnd Stop Hefresh Home Search Fawortes Hiztany K ail

J Address I@ https: £ Avwna soprze. dgs. ca.govAFiles Aipt21 . kxt

Jub_Tmit|Contractsamendment |Registration NolAmendment Seq Nol|Registration Enctry Date|Contract TypelContr
|Contract| 176008020345 |2/27/2003 |4 & E (Architectural & Engineering) |[CE-Request for Qualifications (4cE
| Amendment. | 1760080203451 | ICE-Request for OQualifications (A<E) |LIONAKEIS EEAUMONT DESIGH GROUOFR, INC. | |13
|Contract| 176005020346 |2/27 /200314 & E (Architectural & Engineering) |CE-Recquest for Oualifications (4&E
|&dmendment | 176008020346 1| | ICE-Request for Qualifications (AsE) |Dean F. Unger, ATA, INC. || |3032121] |7
|Contract| 176007020356 | 2/28 /2003 | Public Works|Competitiwe Bid (CE) ILO3 ANGELES ATR CONDITIONING, INC.||
|Amendment | 176007020356 1| | ICompetitive Eid (CE) ILO3 ANGELES AIR CONDITIONING, INC.|||30zZ8509 (PCT 1107)
|Contract|1l76003020357 | |2/28/2003 A &« E (Architectural & Engineering) |CBE-Recuest for Qualifications [(AzE
| Amendment. | 176005020357 11| | ICE-Request for Qualifications [(A&E) |IENVIRONMENTAL SCIENCE &« ENGINEERING| | |30
| Amendment | 176008020357 | 2| | ICE-Request for Qualifications (AsE) |[ENVIRONMENTAL SCIENCE s ENGINEERING] | |30
|Amendment | L76008020357 | 3| | ICB-Request for Qualifications [(AsE) |IENWVIRONMENTAL SCIENCE & ENGINEERING| | |30
lAmenduent | 176008020357 4| | ICE-Request for Qualifications (AsE) IENVIRONMENTAL SCIENCE &« ENGINEERING] | |30
| dmendment | 176008020357 | 5| | ICE-Request for Qualifications (AsE) |IENVIRONMENTAL SCIENCE & ENGINEERING] | |30
|Contract| 176008030359 |3/3/2003|4& & E [(architectural & Engineering) |CE-Request for Qualifications [(AsE)
|Amenduent | 176008030359 |1 | ICE-Request for Qualifications (AsE) | INTERNATIONAL PARKING DESIGH| | 130183791

|Amendment | 176008030359 | 2| | ICE-Request for Qualifications (AsE) |INTERNATIONAL FARKING DEIIGN| | |3015379]|
| Amendment. | 176005030359 3| | ICE-Request for Qualifications [(A&E) | INTERNATIONAL PARKING DESIGH] | 30159791 |
lAmendment | 176008030359 4] | ICE-Request for Qualifications (AsE) |INTEFNATIONAL FPAFRKING DESIGHI | 130152791 |
|Amendment | L76008030359 | 5] | |ICE-Request for Qualifications (AsE) | INTEFMNATIONAL PARFING DESIGH]| | |3018973] |
| Amendment. | 1760053030359 |6 | ICE-Request for Qualifications [(A&E) | INTERNATIONAL PARKING DESIGH] | 30159791
|Amendment | L76008030359 | 7| | ICE-Request for Qualifications (AsE) |INTERNATIONAL FARKING DEIIGH| | 30152791

Go to Section 5ato continue the Reports part of the User Manual
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Section 5a
Query/Reports (continued)

SCPRS
May 5, 2003

Printing

Any screen with the colors and borders/can be/printed as seen by using the Browser
gray Print button as shown below. The File Menu on the top bar of the Browser window
also contains a print selection.

|J Links &]DGS & ]DGS-PD Inter &) DGS-PD Intia 4] CSEA  &]eGov 4#]0SP £]Couts &]5ac County &
= Gl 3 By~ = =
fome | Search Favortes Histom rail Print N Edit

st aspreferingpage=ryorgrptamendmentscont =17E004

procuremert aivision 122472002

Print this

view with
- state's
Rt e standard
% *T M web page
e e e format

Original_Beainnin; Original Ending Term Criginal Contract Smourt
12182002 12172004 $4.500,000.00

Murnber of Prior smendments | smendmeres Total

& e | 349700

Amendmert Beginning Term Amendment Ending Term enendmant Tetal
275200 218200 F123.00

Printable Version
Many’screens include.a link to permit.printing of data only-and without the colors and
additional text that is part of the state's web page standard.

ontract Heports Menu search Hesulls

First < Prewious 1 |Z| 231415 ... Mext> Last
—

Printable “ersion
17E0070303213
Cortractor Name : SIGHET TESTING LABS INC
Dept. Cortract Ho/P.0. No. @ 3042210
Description : CB-Competitive Bid; MTO104 (T1006) - haterials Testing & Inspection Services - State Office Building 3t Butter)
Arnourt | $537.835.02

1760070203312

Cortractor Name : DUALITY ASSURANCE ENGINEERIMG INC DBA CONSOLIDATED ENGINEER|

Dept. Contract Mo /F.0. Mo, ; 3030572

Description © CB Competitive Bid #6TO102 (T1004) - hiaterals Testing £ Inspection Services for W Comectional Treat
Arnourt : $491,996 .43

Link to
Printable
Version

[} 17E0070303311
Cortractor Name | CONVERSE COMSULTANTS
Dept. Contract MoJP.0. Mo, @ 3016076
Description : MTEIS - Replace RET and Administration Buildings =t Monwalk hetropolitan State Hospital, L County
Smourt : $112.640.00

1TE00S0303310

Cortractor Name : hactes Engineering and Consulting of Geargia,Ine

Dept. Contract Mo./P.0. Mo, © 3044425

Description : Professional Soils and Geotechnical Engineering Services $outhem Califomia
Arnourt © §0.00

1TEO0BO303309
Cortractor Mame © Law Engineering and Enviormental Services

Dept. Contract HoJP.0. Mo, @ 3044426

Description : Professional Soils and Geatechnical Enginesring Services Southem Califomia
Smourt : §0.00

If you click on the blue link-for Printable Version as show above, a new window opens
(shown below).
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i Hel | [Links £]UG5 EIDGSHD Inter & LLSED It &|USEA @ |clbiov &|USE  &|Louts & SacLounty 4L Home
= - - £<3 == =] =5 - —5 ="
Back Far Stop Scarch Favorites  Histors Wil Frint Edit

ey P e ————— 1760040103226 3

&|Lska & etiov

el |J Links @|DLiS & DS Inter

Gl =) Sy~

o} =} = =
Hame Search Favarites  Histary Mail Print Edit

£ DS Inua

[ P p——

Print this
view

aaaaaaaaaaaaaaa

~
&1 Done [ | | imemet =
[ ainning Term Ecnendment Endin a Term Aenandment Total
nnnnnnnnnnnnnnn =00
[l
=1 [ [ [& intemet
2R Start | (5 Exploring - T:\0ne DGSYP...| ‘2ainbax - Microsoft Dutlook | [E37 Microsol ft word - Section 5. &1SCPRAS - Micrasoft Intemet..|[£7SCPAS - Microsoft In___ <E- @A 201 PM

To print the data in this new/window, click on the gray Print-browser button that is on
the top inside of the new window/ (You can also use the print selection on the File
Menu on the inside window.)

Saving Data

Excel Spreadsheet Format
With the Excel Spreadsheet report format selected; click-on the gray button Get Report
at the bottom of the screen.

The report returns-to fill the screen and looks like that shown below;

3 hittp: //www._scprs.dgs.ca.gov/excelreport. asp?U=RESD&CT=B4%CM=All_ContractingMethods - Microsoft Internet Explorer provided by MSN

J File Edt Yew Inset Fomat Tooks > JLinks @1DG5 @]DGSFD Inter @]DGSFD Inia @]CSEA @)eGov &]05P &) Couts @] 5acCounty @] CA Home ”ﬂ
& =2 @ B 4 | a = H OB o o
Back Famard] Stop  Hefresh  Home Search Favorites  History Tools M ail Frint Edit
J Address I@ it/ A, scpre. dgs. ca.gov/excelieport. asp?U=RESDECT =BECM=All_Contractingh ethods j @ Go
DEEESRY s mBI o -~ @& = & 43 BSEH - O
Arial <o -BzuEE=EE% %, B8 EE -&-A-|
Al | = Contracts and Amendments for Departtment of General Services - RESD
A B C | D | E | F | G =
1 |Contracts and Amendments for Department of General Serwices - RESD | |
| 2 |Report Date: 2/11,2003
3
Contract! Amendment | Registration
4 Sub Unit A | Registration # | Seq # Entry date Contract Type Contracting Method
A & E (Architectural &
5 RESD Contract 176005010571 1703 Engineering) Competitive Bid (CE)
A & E (Architectural & CB-Request for Qualifications
b RESD Contract 176005010575 1703 Engineering) (A&E)
A & E (Architectural &
7 RESD Cantract 176008010377 1703 Engineeting) Competitive Bid (CE)
8
9 |
0]
11
12

This data can be saved in-an Excel worksheet format onto your local computer or
server. Notice that the top most area of the screen contains the Browser buttons and
menus. Although the spreadsheet’has the Excel buttons available to you based on your
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usual Excel settings (see below the Browser menus), you need to use the Browser's
buttons to save the data.

Follow the screens below to save data in a new Excel file:
e Get Report - data appears in Excel format as seen above.
e Click on Browser's drop down menu-called File.

Browser's
File menu

> [ File Edit  aficws  Insen Format  Tools ""lJ Links & ]1DGS & 0DGS-FD
i - 5t = =S s
|| [—El=t=tac Chil=0) Fisfresh Home Search  Fawvorites  Histo
_ca. govdexcelleport. asp U =RESD&CT =88&Ckd =21 C
FPag=s Setup. . 5
7] Erint._. Ctrl+F By B =T | = - - - e e | =
N === r B oy b | == =El| B8 2=
Save As || Irnport and Export Contracts and Armendments for Departme
. I B I [
item fI‘Ol’n | Froperties t= for Department of General Services - RPE
File menu [ ek Offine
= Contract’
= Sub UUnit Amendment Registration #
= RE=D Contract 175005010371
= RE=D Contract 17005010375
- RE=D Contract 17008010377
(=]
=
10
11
=
=
A
=
=

e Click on the Save As item in the File-menu.
1. Be sure to identify the location where you want to-file save to by using the
'‘Save in:~drop down box.
2. Fromthe.'Save as type:"drop.down box, select the Excel version you want to
save the data with.
3. /In the 'File name:' drop down box, type in a name for this new Excel file

S Ve, SO S O0F. Ca. gOY S ERCCICP oIt asp 2 =N DECT OB A <
Eile Edit Miew Insert  Fomat  Tools ”|J Links &]0GS &]DGES-FDInter &]DGES-PD Inra & CSEA &) eGov & ] 0SSP
- D it L=} B =4 =A

Back | Fonwerd Stop  Refresh  Home | Search Favorites  History | Tools b il Frint E dit
ddress [@7 hitp: /v soprs.das. ca gov/ercelieport asp 7II=RE 5 DECT =S50 =4l Contractingh ethods

TEEHEERY | amE - (e = s 2 E | WS o -3

wial 10 =B 7 U |===E|% % ., %[ = -&-A-|
Al =1 = Contracts and Amendments for Department of General Services - RESD
A | B I (o3 D E I
_MContracts and Amendments for Department of General Services - RESD
_ |Report Date: 2/11/2003
1 Cont
Prehite

,TW GSantos on PODSMFOOFOOL" {H:) = | I I IC_‘T‘I Ig = | &
User determines
location of new
file

ring)
|$I 5 rchite
ol | Cancel  |prinm)

rehite

dr 3w i N
Opkions. .. | rin
as pringy

User types in
new name for
Excel file

File name:

Save as bype: IMicrnsnFt Excel Workbook (., xls) ~]
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4. Click on the gray Save button in the Save As window. The data can be
sorted, deleted or formatted in any manner with your own Excel software.

Note: After the file is saved, and before you can use Excel to open this new
file, you must use the gray Back button on your browser while within the
SCPRS program to close the SCPRS view of the Excel data. If you attempt
to open this new file in Excel before it is closed in SCPRS, your computer will
see two files with the same name: the one in SCPRS and the one you are
trying to open in Excel. If you use the small X' in the top right corner to close
the SCPRS Excel Spreadsheet viéw, you will be closing your internet browser
and be logged out of SCPRS.

Text Report Format
The same basic steps as outlined abpve for excel spreadsheets can be used to save
data in a text file.

Click on the gray button Get Report. The report returns to fill the-screen and looks like
those shown earlier in the Report. Format section/of this users manual.

When you click on the Save As item.in the File meny, a new box will appear en/the
screen as seen below. The title of this'box seen in‘the top dark blue bar is "Save Web
Page".

J Fil= Edit Miew Fawaortes Tools  Help |J Links & DGS &]0G5-PO Inter & DGESPD Intra & ] CSEA & elGos
= - — L 2 ot 2R E=| () = - =¥ =
Back Borvsand Stop Refresh Home Search Fawvorites  History b il Print Edit
| addiess [&] hip:/10.8.18.157 /Files/1pt42. tat

Sub_Tmic|Contract amendment |Registration NolAmendment Sedq NolRegistrartion Entry Date | Contrac
PD | Contract|1750010103154 | |1A23/2003 | IT Goods |Non—Competitiwe Bid (NCB) | Dell|S545546+ 55456
ldmerndment | 1760010103164 1| | ICompetitciwe Bid (CE) |IDell| |I6546| 6549654 | 6546 | Y | *X33NS555 |1 ¥I1LA27,

P | Contract | L7600 TOL0EME L 11 #1 A dmmmm | Tl ] o Tl ate o | it e Tl Dt | S et LS = ACASE | | TEOE
Save Web Page nm

Save in: |§ GSantos on 'PDSMFOOO0T" [H:] vI I ﬁil I I
Favorites
bAwpdata
Outlook

srnartdrawe
Aindoves

File name: Inew text file of SCPRS data b=t Save I
Save as twpe: | Text File [*kxt) -1 Cancel |
Encoding: [restermn European fwindows) ~]

The remaining steps are the same as saving any file. Select the location to save the
file, type in a-name for the file, select'\a format method (or in this case, a "Encoding"
format and click-en the gray Save button.

Please contact your departments computer support for additional assistance if needed.
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